Group dispensary, Chrysler Building, in action 
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e Now small offices can have medical services, too! 
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CAN IBM ELECTRONICS 
PROFIT YOUR COMPANY? 


Here’s the way to find out! 


Whether or not your company shares in 
the profits of electronic data processing 
may depend upon you. 

Better than anyone else—you know 
there should be no “snap judgments” 
on electronics, It takes time. Time to 
gather the facts, re-examine procedures 

.. reaffirm management requirements. 
The competitive picture in our growing 
economy demands that top manage- 
ment find the time to learn about elec- 
tronics, He looks to you for the signifi- 
cant facts. He relies upon you to help 
him decide where, and how, electronics 


will improve his profit picture. And, 


whether or not he decides for electron- 
ics, your company still reaps the vital 
economies of this thorough re-examina- 
tion of systems and procedures. 

IBM will help you gather this data. 
From published brochures and appli- 
cation studies, to actual preparation 
assistance, IBM will cooperate with you 
to help your management ascertain 
whether electronics will be profitable 
for your company. 

Today—IBM electronic data process- 
ing machines are on the job on every 
type of data processing problem —in 


businesses of every size. Each working 


*During 1955, IBM announced a major data processing improvement every two weeks! 


day, another IBM electronic machine is 
being delivered. You can be sure that 
in this rapidly growing field, IBM has 
the experience and know-how you can 
depend upon, What's more, newer 
IBM developments* will keep you out 
in front in electronics. 

Get the down-to-earth facts from 
IBM. Call your local representative or 
write: Department A56, International 
Business Machines Corporation, 590 


Madison Ave., New York 22, N.Y. 


DATA 
PROCESSING 


For More Information Use Readers’ Inquiry Coupon on Page (04 
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BUSINESS SUCCESS STORIES 


(and how the telephone can help you write your own ) 


A Norfolk, Virginia, parts distributor now invites Representatives of a diesel engine company in 


out-ol-town customers to telephone their orders Litthe Rock, Arkansas, make appomtments with 


collect. In seven months, the plan has brought out-ot-town customers in advance by telephone 


in $17,798 in sales. Sales cost: less than 2%. Completed sales visits are up 20° 


The Chicago representative of fifty West Coast 


\ farm equipment wholesaler in Portland, Ore 
lumber mills uses the telephone to contact out 


gon, te le plone s out-ol-town customers to thank 


of-town customers and to follow up inquiries them for their orders, Four of these calls costing 


In one year, sales have increased 65°; $4.60, brought $1180 in additional sal 


W : LONG DISTANCE RATES ARE LOW 
hatever you make, whatever you sell, we'd 


Here are some examples 
New York to Philadelphia We 
Norfolk, Va. to Washington, D.C. Tie 
Just call your Bell Telephone Business Office. A Litthe Rock, Ark. to Dallas . $1.00 


representative will visit you at your convenience. Chicago to Pittsburgh one OL35 


like to tell you how the planned use of the tele- 


phone can save time and money in your business. 


Portland, Ore. to San Francisco $1.0 
ME by 
VY %e These are the daytime Station -to-Station rates for 
BELL TELEPHONE SYSTEM § the first three minutes. They do not include the 
10% federal excise tax 


Call hy Number. It's Twice as Fast 


ae ai 
. 7 PA 
ee 4 . 
eh 
am < a0 | 
- ~ = os - SES wi r (iear | 
ae ~ < i Sif 
GAmIEC ~ y ] 2 ee AD =e ‘ F ;. 
{= i ' \ *~ ie < ia ‘ ti ; of e 
TL e__ r= aa 
eee 77 = — ol ,"— ye, iL ik 
—o yo) ~ ) oe 
a — , f a 
i ii‘ (;NNUUUUULULULULULULULULLOOCOCOCOCCC(‘(CCCCCSCCC*” 
ee af 
a B 2a = 
4 ‘a "7 i a 
i? ae 4 
ma 
& sy , 4 ‘ 4 7 [ a 
cA ae ee teaudees | 7 aie 
=) yes es ’ ale 
aN a” ( wee | We ree oe és eae 
— P —-. dihnianh B 
Ps, »\ } > - \ Are Wee Hemre, u N A bie ol 
AN at ” al 
y CY le i= 
Pe 4 — — ws AAR a> © 2 
. —-- — ee — Gee aa : o, 
° a ‘Gi ae 
ee ae 
| ee ton 
| 7 
: 
De te 
ee ae 
| | a 
a 3 
' i “4 . 
: . | | 
: Bit “ge ~ ae f ee 4 ee e ie us t a ideal i lg 4 ee i a = aoa d a ™ uf 1} 
Beit Pores es i peel i Se er lg a lad aim th. ie Tala | a MIS oe Se ae ‘oe? 


SRS | 


BOSTON: 150 CAUSEWAY STREET 


From the first day | walked in 


r 


i felt | belonged... 


“Made for each other” is certainly an 
accurate description of the rapport be- 
tween an executive and a Macey-Fowler 
office. 

A Macey-Fowler office does some- 
thing for a man. In planning an execu- 
tive office, Macey-Fowler takes into 
consideration the man, his tastes, and 
his functions. Then, armed with this 
data, Macey-Fowler creates an office 
layout that makes the most of the par- 
ticular executive's talents. 


Naturally, cost enters into your mind. 
We're happy to tell you that a Macey- 


Fowler office is an investment . . . for 
your furniture dollar buys more quality 
and service . . . at Macey-Fowler. 


+ Richmond sie Mace? Towler NEW YORK: 305 EAST 63rd STREET - TEmpleton 8.5900 


For More Information Use Readers’ Inquiry Coupon on Page 104 
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More Time for Management 


Never before in the history of American business has the 
handling of detail been so important. Shaw-Walker ‘‘time- 
engineering’ has perfected features that make the organizing 
and handling of office work easier. These features, exclusive 
with Shaw-Walker, give management more time to manage. 


This stylized Work-Organizer Desk in the closest approach to desk automation yet 
created, “‘Time-Engineered”” 22 ways to make each day's 
work easier and more productive. 86 models for every need 


Wide Choice 
of Tops 


Drawer Interiors Are Planned to 
make every move easier, faster. 
Drawers provide specific places 
for all work and working tools 
keep top entirely clear of every- 
thing but job at hand—guar- 
anteed to eliminate clutter, 


New 1956 Office Guide. 292 pages of ideas and equipment 
Everything for the office except machine 


. de | 
: office guide 
matched for appearance, matched for results. Free to execu 


Bol Lee 
yeraper™ 


6 For More Information Use Readers’ 


Modern As Tomorrow 

Years ahead in beauty and 
comfort, Stylized base, re 
cessed back. There's a wide 
choice of top styles, top 
materials, drawer arrange- 
ments and color styling. 


tives when requested on business letterhead. 


GHAW-WALKER 


Noiseless Drawers Easier on 
Nerves. Permanently lubri 
cated nylon glides and acous- 
tical fiber soundproofing 
combine to achieve a new 
high in easier, quieter opera- 
tionanda more efficient office. 


—_ 


5,000 products 


= & | 


Largest Exclusive Makers of Office Equipment 
Muskegon 54, Mich. Representatives Everywhere 


Inquiry Coupon on Page 104 
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Use of “womanpower” is 
aid in worker shortage 


“Womanpower” is the key to the 
nation’s current management manpow- 
er headaches, concludes Industrial Re 
lations News in a report on women in 
management, released last month. To- 
day's serious problem of getting enough 
qualihed people to fill executive posi 
tions will become progressively worse 
in the next few years, the newsletter 
reported, and many firms recognize 
that their traditional prejudices against 
women will have to vield to the hard 
facts of executive shortages. The need 
for such executives will become most 
insistent in automation, engineering, 
electronics and systems management, 

Most companies still bypass their able 
women with years of company know 
how when higher positions become 
open, according to the publication. 
Few will hire a woman from outside 
the organization, even when she is the 
only qualified candidate in a highly 
specialized field in which there is a 

! 


critical shortage ol people. 


Exceptional firms which have opened 
their top-level jobs to women have been 
amply rewarded, the report indicates. 
Women in management now total 677, 


000 out of the 20 million women in the 
nation’s labor force. 

Frequently, traditional prejudices pre 
vent management from making full 
use of the skills of women it has al 
ready hired, the study reveals. Often, 
too, many women in business have 
management responsibilities without 
recognition. Failure to give them title 
and salary commensurate with their 
actual work was freely admitted by 
male executives and placement special- 
ists interviewed by Industrial Relations 
News. “There is no minority group 
against which there is greater discrim 
ination than women in industry,” a 
steel products company president said. 

The common charges usually used 
by business and industry to support 
their refusal to give equal opportunities 
to capable women were found to have 
no basis in fact. Among these: women 
are too emotional; turnover is much 
higher among women; women are 
vard to work for; women are less suited 
for many jobs than men. 

Women now hold every job Jisted 
by the census, from accountant and 
banker to locomotive engineer, team 
ster and stevedore. Typical of the jobs 
in management held by women are the 
follow ng listed by IRN: assistant sec 


OFFICE MANAurMENT 
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No assistant treasurer was ever more 
astonished ... or more curious. Why were 
the foremen so cold toward the new stock 
purchase plan? 

Then came the deluge. The foremen 
stated flatly that money was being wasted 
on indirect labor. Yet without daily re- 
ports on their operations man-hours, 
output, work ahead — they could do little 
about it. Some of them had complained 
before. All of them questioned the future 
of a company where factory costs were 
handled so loosely. 

That’s how we got a nice order for 
Keysort punched-card accounting. Now 
each foreman receives a daily labor con- 
trol summary of his department’s opera- 


tions for the preceding day. When some 
thing goes wrong, it’s corrected on time, 
not two weeks later. Idle man-hours have 
been cut. Fewer layoffs and extra shifts. 
The general manager has stabilized pro- 
duction. And profits are up. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and give 
them to you fast. On your desk daily, 
weekly, monthly — as your needs require, 
Whether you run a titan of industry ora 
100-man branch plant. At remarkably low 
cost. 

The McBee man near you can show you 
how it’s done. /t will take him one how 
from start to finish. Phone him or write us, 


: 3 @ 


McBEE © i 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * 
Offices in principal cities * In Canada: The MeBee Company, Lid 


Division of Royal MeBee Corporation 
. 179 Bartley Drive, Toronto 16, Ontario 


For More Information Use Readers’ Inquiry Coupon on Page 104 
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The Pen That Fills Itself! 


Choose the right point 


for the way you write 
—by number. 


Writes for months 
without refilling! 


Base holds 40 times more ink than an 
ordinary fountain pen. Pen refills itself 
by capillary action every time you 
return it to base. You’re always ready 
to write! 


And you can choose from more than 
30 point styles the one just right for 
the way you write. Try America’s 
most popular desk pen yourself—on 
a 30-day money-back guarantee. 


DESK PEN SETS BY 


® Gr .*) 
Osterbrook “ai 
awn 
yw 


CAMDEN 1, N.J. © 92 FLEET ST. EAST, TORONTO 
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retary in charge of stockholder rela- 
tions at Jersey Standard Holding Co., 
secretary to the board of the National 
Association of Manufacturers, vibration 
and flutter research director at North 
American Aviation, chief of specifica- 
tions for the Civil Aeronautics Admin- 
istration, chief engineer of Newark 
Control Co., executive vice president 
of a New York coal company, general 
manager of a welding machine com- 
pany in Kokomo, Ind., vice president 
of the First Wisconsin Trust Co., head 
of statistical drafting group at Southern 
New England Telephone Co. 


Group insurance plans 


expanded by MONY 


Plans for a sharp expansion of its 
group insurance operations were an- 
nounced last month by the Mutual Life 
Insurance Co. of New York. 

Stanton G. Hale, vice-president for 
sales, said the company is establishing 
a network of regional specialists in key 
cities throughout the United States and 
Canada. They will design and service, 
for large and small groups, all facets 
of personal insurance including death 
benefits, pensions, disability income; 
hospital, surgical and medical care 
benefits; and benefits in event of major 
medical or “catastrophic” expenses. 

The coverages are available either on 
a conventional group basis, or through 
“Module Multiprotection” plans which 
combine the coverages in a single pack- 
age, according to Hale. 

Included in the group lines is a plan 
to meet the increasing demand from 
workers for a group program which 
will carry over into post-retirement 
days as permanent coverage without 
further cost. MONY calls the plan 
“Module Group Life with Paid-up 
Values.” It provides the employee, after 
a reasonable period of service, with per 
manent paid-up insurance equal to one 
third to two-thirds of his total group 
insurance. 

Also available in MONY’s group 
lines is group creditor life insurance. 

Sales of the group products will be 
handled through MONY’s own field 
representatives and through brokers. 
The plans will be designed and serv- 
iced through the regional specialists, 
twenty of whom have already been ap- 
pointed in New York City, Chicago, 
Atlanta, Newark, New Orleans, De- 
troit, Boston, Philadelphia, Columbus, 
Pittsburgh, Denver, Buffalo, Seattle, 

San Francisco and Los Angeles, and in 
Toronto, Canada. 
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QUIET is the Way 


to Office Efficiency 


Co. offices of Jacksonville, the Acousti-Celotex 
installation includes Acousti-Celotex Celotone”, 
Pertorated Mineral Fiber Tile on the Acoust 
Line” Suspension System. As 1s the case with all Acousti-Line instal- 
yained unt 

This u 


pertorated 


i-Celotex 


he ediately to the area above the 
tilities tallation is unique in that the 


are and conceal air diffusing units 
exposed The entire 
Accident Building, in fact, is Acousti-Celotex 


» incombusuble cle 


separate ceiling outlets 


Effective Solution— | 


thousands of ofhces in America’s modern 
bul ling \é 


Sound Conditioning by Acousti-Celotex. These 
ployee productivity and morale are at a peab 
of machines, phones, and traffic have been ef 
arrestcc I \ ind absorbing ceilings of Acousti ( elotex Tile 
Maintained Easily — Acousti-Celotex Tile has high sound-absorprion 
value d in existing buildings or during new con 
needs no special maintenance 
repeated) and 


are othces 
for routine 


fEecuvel’ 


iS QUICKIY Inf 


struction Its attractive surtace can be 
washed painted without loss of sound absory ton 
This Costs You Nothing— You do not pay one cent for the most 


important part of Acousu-Celotex Sound Conditioning 


of ound engineert) ex} 


perience 
c¢ 


fi yea? 
ceiling of 
pes. Mail Coupon Now for a Sound Cond: 
Chart t 


in construction 
intless difference t 


tioning Survey hat will bring you a free analysis of the noise 


thee. plus a free factual booklet, ‘Sound Con 
ditioning for Ofhce Workers No obligation 
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prot ems in your « 


For More information Use Readers 


S. S. Jacobs Company office in Independent Life & Accident 
Bidg., Jacksonville, Florida, showing Acousti-Celotex Sound Con 
ditioning installation. Architect; Kemp, Bunch & Jackson, 


Acousti-Cerotex 
soured Coiining 


Products for Every Sound Conditioning 


Problem 
120 S. LaSalle St., Chicago 3 
Dominion Sound Equipments, Lid., Montreal 


The Celotex 
Iino * In Canada 
Quebex« 


Corporation, 


Mail Today! 

The Celotex Corporation, Dept. 0-36 

120 S$. LaSalle St., Chicago 3, IMlinois 
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A TINY PIECE of microfilm mount- 
ed in a Filmsort Aperture card is a 
vital part of the up-to-date fire 
department service in one of our 


major cities —a service which per- 
forms every type of emergency 
function required for nearly half a 
million people 
Complete maps 
giving exact street 
n locations and main 
artery access to 
each street have been microfilmed 
and mounted in Filmsort cards, The 
cardsare inde xed according to streets 
When an alarm or emergency call 
comes in, the pertinent card ts located 
in seconds, the microfilmed map ts 


magnified 22 times on the screen of 


a Filmsort Surveyor reader, and the 
exact location and fastest route is 


inks to FILMSORT! 


given by the communications direc- 
tor to the unit which will handle the 
call. In terms of property loss and 
damage, it has been estimated that 
the Filmsort system is saving 10°, of 
the total loss in this community 
yearly 


This is but one striking example of 
how Filmsort makes microfilm a 
practical tool for active daily use 
Engineering drawings, highway 
maps, medical case histories, per- 
sonnel records all can be filed in 
Filmsort cards, combining the ad- 
vantages of microfilm with the versa- 
tility of card filing systems. Pioneer 
in the field of unitized microfilm, 
Filmsort is helping speed automation 
in industry and government through 
the mechanized handling, filing and 
reproduction of microfilmed records. 


Unitized Microfilm Equipment—Supplies—plus Service 


| 


sie 


FILMSORT 


FILMSORT DIVISION 
DEXTER FOLDER COMPANY 
® Pearl River, New York 
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“The current expansion of MONY’s 
group lines is also part of a continuing 
program to broaden and diversify the 
company’s products, develop new mar- 
kets, and devise new techniques for 
reaching such markets on an efficient 
low-cost basis,” Hale said. 


In Short— 


Business education research begun 
by Pennsylvania schools 


Thirty-seven Pennsylvania _ private 
business schools have undertaken a 
long-range program of research in the 
area of business education, David S. 
Levitan, president of the Pennsylvama 
Association of Private Business Schools, 
reported last month. 

He said the association believes that 
this is the first such effort privately 
supported by the private business school 
held. 

The Research Division will gather 
information of interest to industry, 
business teachers, the private business 
school field and institutions of other 
types offering courses in business. In 
this way, Levitan said, it is hoped that 
the effort will assist in the development 
of improved programs of business edu 
cation, 

The division plans to release project 
findings to all groups which evidence 
an mterest in its work. 


Burroughs offers business machines 
on rental basis 

\ new merchandising policy that 
permits customers to lease as well as 
purchase Burroughs business machine 
was announced last month by Noel L. 
Mudd, general sales manager for Bur 
roughs Corporation. Until now, Bur 
roughs machines have been available 
only through purchase. 

Burroughs is making all of its add 
ing machines, calculators, accounting 
and © statistical machines, microfilm 
equipment and dozens of other busi 
ness machines available through the 
plan. 

\ccording to the company, the plan 
allows any businessman. large or small, 
to have the modern business machines 
he needs now without capital invest 
ment, Mudd pointed out, citing the 
leasing of automobiles and other equip 
ment as common business practice to 
day. The full line of surroughs equip 
ment is available on the same basis. 


(To page 15) 
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So quiet! 
So handy! 
So efficient for 1001 uses! 


IT JUST 


it's the 2-way Stapler for both temporary end 
permanent fastening. Everyone — secretary — 
salesman — executive—does a better job with 
N-C Model J-60, the versatile. . . . 


NEVA-CLOG PRODUCTS, INC. sriocerorr ), comnecricur 


O. H. DAVISON & CO., Pacific Coast Rep., 609 Mission St., San Francisco, Calif 
JIM W. COOPER, JR., Southern Rep., P.O. Box 2152, Atlanta, Ga. 
CANADIAN STAPLES LTD., Montreal, Toronto, Winnepeg, Vancouver 
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An independent testing organization 
found thet “NEVA-CLOGS make less 
noise”...and concluded that 


“Desk type stoplers cause five times 
@® more noise thon NEVA-CLOGS.” 


i “0 y LARGE INSURANCE COMPANY FINDS. 
: “REDUCED BUSINESS MACHINE ERRORS |: 
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end the q-v-i-e-f type. That's one reason why V./.?.'s and 
N-C's go so well together! 


Thanks to N-C's plier-type action, countiess office jobs—from 
the shipping room to the president's suite-—are performed with 
smooth, business-like efficiency. And when not in use, N-C's ore 
out of sight—in the desk drawer, or in the briefcase. 
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Whether you're an Office Manager or Purchasing Agent seeking 
blotters for your own office use, or a Commercial Stationer eager 
to distribute them with your ‘Dealer Imprint''— quantities of these 
attractive N-C Blotters are available at no cost to you. Just write 
for them, mentioning quantity desired, on your business letterhead. 


Evpeory 


THE Q-U-I-E-T 
= Plier-Type 
STAPLER 


¥ Executives y Artists 

¥ Salesmen Y Professional People 
¥ Board Chairmen Vv File Clerks 

Y Business People V¥ Housewives 

¥ Clerks ¥ Retailers 

v Stenographers ¥ Shipping Clerks 
¥ Secretaries Y¥ Presidents 

¥ Decorators V Vice Presidents 
¥ Technical Men v Lawyers 

¥ Executive Secretaries v Bookkeepers 

v Storekeepers ¥ Schoolteachers 
¥ Auditors ¥ Social Workers 


Engineers ¥ Purchasing Agents 


NEVA-CLOG PRODUCTS, INC. srioceroe: ), conmecticur 
O. H. DAVISON & CO., Pacific Coast Rep., 609 Mission St., San Francisco, Calif. 
JIM W. COOPER, JR., Southern Rep., P.O. Box 2152, Atlanta, Ga 

CANADIAN STAPLES LTD., Montreal, Toronto, Winnepeg, Vancouver 
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Mudd stated that the plan should be 
especially helpful to the business that 
has been looking forward to many 


revolutionary electronic and electro- 
mechanical business machines on the 
horizon, but finds that it needs new 
conventional machines to do today’s 
work today, while waiting for the 
“push button” office. 

Under the Burroughs plan, rental 
payment can be made on a monthly, 
quarterly, semi-annual or annual basis. 
Customers may apply 75 per cent ot 
the rental fee paid toward the purchase 
of the machine they are leasing if they 
wish to do so at a later time, Mudd 
said. 


Todd Co. announces automation 
development program 

An intensified development program 
to deal with current and future aspects 
of automation in the office and banking 
equipment industry was announced re 
cently by The Todd Company, Inc., 
Rochester, N. Y. 

The program will comprise develop 
ment planning, market research, prod 
uct development and quality control. 

To launch the program, a vice presi 
dency was created to head a new four 
department development division. 
Named to the post was Ernest I. Re- 
veal, Todd announced. Reveal has been 
with Todd since 1954 as market re 
search director. 


Manpower, Inc., opens new offices 

The addition of eight new offices of 
Manpower, Inc., has been announced 
by John H. Frank, the firm’s Executive 
Vice-President. With the new offices 
in New Orleans, La.; Evanston, IIl.; 
Jersey City, N. J.; Racine, Wis.; Sher 
man Oaks, Calif.; South Bend, Ind.; 
Springfield, Mass., and Waterbury, 
Conn., Manpower will have 65 offices 
coast to coast. 

Manpower, Inc., supplies offices and 
industrial plants with such services as 
temporary help, calculating, telephone 
secretarial, convention help, surveys, 
and direct mail. Its headquarters office 
is located in Milwaukee, Wis. 


Foremen’s association changes name 

The National Association of Fore 
men announced at its board of direc 
tors’ meeting in Kansas City in Janu 
ary that its name would be changed to 
the National Management Association. 

President Gordon R. Parkinson, 
flight planning superintendent for 
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OWE OF UO ADVANTAGES OF THIS NEW WONDER-WEARING WOOD OFFICE FURNITURE 


PRACTICAL DESK TOP THAT WON'T STAIN! 


Before you buy one more piece of office furniture, it will 
pay you well to see this new development. Here is wood fur 
niture that gives you the luxury look and feel wood alone 
possesses plus wonder-wearing advantages and savings 
never before available in wood or steel. Savings in upkeep 
with developments like Duratop — the first non-glare desk 
top that won't be stained by ink, lipstick, coffee, carbon 
paper. Space and work savings initial cost savings, too 
See your Morval dealer for literature, or write today 
Morval Corporation, Dept. 1.2, Herkimer, New York 
A division of Standard Furniture Company 


OFFICE 
FURNITURE 


Striking duo-tone colors... sizes. designs for spoce-soving combinations for business 
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Trans World Airlines, said the deci men’s clubs, has affiliated management 


sion to change the association's name and foremen’s clubs throughout the 
was made by vote of all 350 of the U. S. and in Canada and Puerto Rico. 
NAP’s affliated management clubs. The non-profit association has been 
He stated that the association had growing at the rate of 5,000 members 
broadened its original concept of being a year and now has more than 65,000 
for foremen only and that now the management men in its ranks, accord 
organization is made up of men from ing to Parkinson. They represent over 
all levels of management, foremen to 1,500 companies. 
board chairmen. 
The president emphasized that des Labor leaders interviewed by AMA 
pite the name change, the association's at personnel conference 
prime objective would remain the man Union plans for organizing drives, 
agerial development of industry's first clean-up of racketeering, civil rights 
level supervisors. policy, and easing the impact of auto 
The NAF, founded in 1925 by a mation were sketched by a group of 
group of nineteen Midwestern fore national labor leaders at the American 
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% even a beginner avoids mistakes . 

g when instructions are color coded ; 
¢, 

es For those offices that use efficient, easy-to-follow 

: color coded systems, Neenah offers matching colors - 

x in bonds, onionskins, ledgers and index bristols. They ; 

& are available from any printer in the United States. 

3 And the colors remain the same year after year so 

% your system of color coding is good anywhere, ; 

d any time. % 

i : 

oo meenah teense es xB 

are . 4 Keys to Selection and Use of Thin : oO 

oe paper = () pips 5 

Sats company ° Neenah Pattern Kit, containing a 

RE ‘ CT) punching, perforating, ruling guide, 

wy neenah, : etc 

- . wisconsin ; Your Guide to Better Indexing, con este 7, 

as . C] taining tips on color control, tab : fase, 


arrangements, etc. 


° 
* Signature 


Attach this coupon to your business letterhead and mail to UM 1, 
neenah paper company, neenah, wis. 
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(25255 ronesee@, 0sfay 0g 
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Management Association’s mid-winter 
personnel conference in Chicago last 
month. 

Questions on these and other current 
labor issues were put to Dave Beck, 
president, International Brotherhood of 
Teamsters; James B. Carey, president, 
International Union of Electrical Work- 
ers; David J. McDonald, president, 
United Steelworkers of America; and 
A. J. Hayes, President, International 
Association of Machinists. Victor Rie 
sel, columnist, Hall Syndicate, Inc., 
New York, interviewed the leaders in 
their offices via a five-way person-to- 
person telephone hook-up. Some 2,000 
personnel and labor relations executives 
from all parts of the country listened in 
by means of loud speakers in the ball- 
room of Chicago's Conrad Hilton 
Hotel. 

Other speakers at the three-day meet- 
ing, discussed such problems in labor 
relations as collective bargaining, sup- 
plemental unemployment benefits, and 
labor-management cooperation and such 
techniques of personnel administration 
as executive development and foreman 
training. Among the speakers were 
The Hon. Arthur Larson, Under Sec- 
retary of Labor; John S. Bugas, vice 
president, industrial relations, Ford 
Motor Company; and Melvin H. Bak- 
er, chairman of the board, National 


Gypsum Company. 


| 
| 


“Do-it-yourself” speech improvement 
kit announced 

\ “do-it-yourself” kit for speech im- 
provement and public speaking, intend 
ed for use both by individuals and busi 
ness organizations, has been developed 
by the Sonant Corp., 6605 Hollywood 
Blvd., Hollywood, Calif. The subjects 
covered include breathing, voice im 
provement, English grammar, sounds 
and pronunciation, reading and speak 
ing effectively, emotional intensity, ner 
vousness, conversation, preparing a 
speech, speaking on a platform, and 


speaking on radio and television. 


Kelly Office Service expands 

The Russe!l Kelly Office Service has 
announced the addition of a number of 
employment agencies to its nationwide 
chain of offices supplying temporary 
office help. The new members are the 
Atkins Personnel Service, Atlanta and 
Savannah; Employer’s Personnel Serv- 
ice, Nashville; Bee Robertson Employ- 
ment Service, New Orleans; Fremder 
Placement Agency, Sacramento; Em- 
ployment Counselors, Memphis; and 
Ray E. Hibbs & Associates, Inc., Toledo. 
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Ask your maintenance man or janitor supply house for one of 
the many fine waxes on the market containing “‘Ludox”’ col- 
loidal silica—Du Pont’s anti-slip ingredient for safer floors. 
E. I. DU PONT DE NEMOURS & CO. (INC.), GRASSELLI CHEMICALS 
DEPT., WILMINGTON 98, DELAWARE. In Canada: DU PONT COM- #16 u 5 pat Off 

PANY OF CANADA LIMITED, BOX 660, MONTREAL, P. Q. BETTER THINGS FOR BETTER LIVING. . THROUGH CHEMISTRY 
For More Information Use Readers’ Inquiry Coupon on Page 104 
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Coming Events 


Management Engineering Conference. 
College Station, Texas, March 1-2. 
Sponsor: Agricultural and Mechanical 
College of Texas. Place: College Sta- 
tion, Texas. 


Personnel Management 
Urbana, IL, March 6-7. 
Sponsor; Bureau of Business Manage- 
ment, College of Commerce, Univers- 
ity of Illinois, Place: University of 


Conf erence. 


Ilinois. 


far, in the big office market. 


serving this field . . 


| er er eee @ 


* Sublect to 
A.B.C. audit, 


OFFICE 


tion, 


212 Fifth Avenue 


Dramatic Circulation Rise? Yes .. . 
primarily it's a reflection of a 


UNIQUE 
EDITORIAL 
SERVICE 


OFFICE MANAGEMENT is the fastest grow- 
ing business publication for management execu- 
tives, with the largest A.B.C. paid circulation by 


Reason? It's far ahead-of-the-pack leadership in 
. its initiative in spearheading 
office automation, its “Tools 
of the Office” features .. . 
its case histories . 
sorship of the “Office of the 
Year” Awards . 
dinating YEARBOOK issue 
... have won for it the loyalty 
and confidence of American 
management executives con- 
cerned with office administra- 


MANAGEMENT 


The Magazine for Management Executives 


New York 10, N. Y. 


A GEYER-McALLISTER PUBLICATION 


Southeastern Business Show. 
lotte, N. C., March 27-29. 

Sponsors: Charlotte Chapter, Nation- 
al Office Management 
Charlotte Chapter, National Associa- 


Place: Ra- 


Char- 


Association; 


tion of Cost Accountants. 
dio Center. 


Management Conference. 


March 31. 
Sponsors: 


Chicago, 
Executive Program Club; 
Schoo! of Business, University of Chi 
cago. Place: Conrad Hilton Hotel (not 
confirmed at press time). 


NACA Regional Cost 
Philadelphia, April 6-7. 


Conference. 


and 


. . its spon- 


. . its coor- 


Sponsor: National Association of Cost 
Accountants. Place: Benjamin Frank- 
lin Hotel. 


Symposium for Management on Ana- 
log Computers. Kansas City, April 


10-11. 
Sponsor: Midwest Research Institute. 
Place: Hotel Phillips. 


RS&PA Spring Meeting. 
April 17-19. 

Sponsor: Railway Systems and Pro 
cedures Association. Place: Hotel Mor- 
rison, 


Chicago, 


AMA Finance Conference, New York, 
Aprif 19-20. 

Sponsor: American Management As- 
sociation. Place: Hotel Plaza. 


Personnel Women’s Conference, Phila- 
delphia, April 19-21. 

Sponsor: International Association of 
Women. Place: Warwick 


Personnel 


Hotel. 


Foremen-Management Conference, 


Lafayette, Ind., April 20-21. 


Sponsor: Purdue University. Place: 
Purdue University. 
NACA Regional Cost Conference. 


Lansing, Mich., April 21. 
Sponsor: National Association of Cost 
Accountants. Place: Olds Hotel. 


National Secretaries Week, April 22- 


28. 
National Secretaries Day. April 25. 
Microfilm Meeting. Chicago, April 


23-24. 
Sponsor: National Microfilm Associa- 
tion. Place: Congress Hotel. 


AMA Office Management Conference. 
New York, April 23-24. 

Sponsor: American Management As- 
sociation. Place: Hotel Roosevelt. 


Southern California Business Show. 
Los Angeles, April 24-27. 

Sponsor: National Association of Cost 
Accountants. Place: The Ambassador 


Hotel. 


Business Economists Conference. Chi- 
eago, April 26-27. 

Sponsor: School of Business. Univers- 
ity of Chicago. Place: University of 
Chicago. 

CIA Western Conference. 
Ariz., April 26-28. 
Sponsor: Controllers Institute of Amer- 
ica. Place: Arizona Biltmore Hotel 


Phoenix, 


AMA Insurance 
York, May 9-11. 
Sponsor; American Management As- 
sociation, Place: Hotel Roosevelt. 


Conference. New 


OFFICE MANAGEMENT 
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three-square 


slitting 


half-round rattall 


square 


Why does a carpenter need so many files? 


The nine files pictured dramatize one basic fact 
in carpentry: 
There are many types of rough edges, and to smooth 
them down takes a different file for each. 
Obviously, the carpenter has to be versatile and 
skillful in the use of each type of file. 


In a way, your Roytype salesman is like a car- 
penter, for he too is a master craftsman in 
smoothing down the rough edges in the operation 
of office equipment. 


And he is also versatile. He has at his command 
a variety of tools especially designed by Roytype 
to make hard jobs easier and smoother. 


His tools comprise a multitude of inked ribbons 


for every type of office machine and many dif- 
ferent kinds of carbon paper . . . not only for all 
types of typewriters but also for all types of 
bookkeeping machines and duplicating processes. 

When you talk to him, you're talking to a de- 
voted expert .. . devoted to giving you the best 
job possible at the most economical price . . . and 
expert in applying his vast knowledge to your 
specific problems. 


RYA 


Koytype, a department of Moyal Typewriter Company 


we 
ROYTYPE® 


for all business machines . 


quality supplies 


Division of Hoyal McKee Corporation 


For More Information Use Readers’ Inquiry Coupon on Page 104 
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Now! Borroughs offers 2 types of 
Storage Cabinets 


“Cyclops” Swing-Door 


Here's a new, smart looking, swing-door storage cabinet that 
takes the eye at a glance. Central handle. 3-point latching 
device. Enclosed throw-bolt mechanism. Smooth interior. Shelves 
adjustable on 1” centers without tools. No loose shelf clips. 
See this handsome cabinet ot your dealer's soon. . open and close 
its smooth, safe-like swinging doors..examine its many other 
exceptional features. You'll agree it's an extraordinary valuel 


PATENT APPLIED FOR 


3 “Cyclops” models to choose from 
All styles are convertible, with interchangeable interior parts. 


iN al 


We 


I) WE 


All models are 36” x 78’—available in 18° and 24” 
depths. Baked-on enamel finish—choice of 5 colors. 


fect Sliding-Door 


And here’s a sliding-door storage cabinet with a double feature. 
Sliding shelves are adjustable on 1'2" centers without bolting or 
clips. Doors can be removed in a jiffy. Available with steel 
sliding doors in 3 heights—29", 42”, 78’—depths of 12” and 
18”. The 29” and 42” heights are also obtainable with glass 
sliding doors. They are all outstanding values—and thousonds 
are in use today. 


Al 


a wide range of models 


Look ot the sketches above..see how versatile these cabinets 
ore. You can put a 29 x12" cabinet on top of a 42” x 18” 
cabinet..or you can place two 29” cabinets side by side. 
Regardless of the combination, you create a good looking piece 
of office furniture. 


SS. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN 


PRODUCTS COMPANY OF DETROIT 


3036 NORTH BURDICK ain KALAMAZOO, MICHIGAN 


@mp Plants and other Subsidiaries: (American Metal Products Co.—Detroit, Michigan—Union City, Tennessee) (AllianceWare, Inc.—Alliance, Ohio— 
Kilgore, Texas—Colton, California) (General Spring Products, Ltd.—Kitchener, Ontario, Canada) (Tube Reducing Corp.—Wallington, New Jersey) 


Manufacturers of quality products for automobiles, trucks, aircraft, offices, factories, warehouses, and homes. 
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Indiana Personnel Association Con- 
ference. Lafayette, Ind., May 14-15. 
Sponsor: Purdue University. Place: 


Purdue University. 


Institute on Electronics in Manage- 
ment. Washington, May 15-18. 

Sponsor: 
Place: 


The American University. 
The American University. 


AMA Personnel 
York, May 17-18. 
Sponsor: American Management As- 
sociation. Place: Hotel Roosevelt. 


Conference. New 


CIA Mid-Western Conference. Day- 
ton, Ohio, May 20-22. 

Sponsor: Controllers Institute of Amer- 
ica. Place: Biltmore Hotel. 


NOMA International Conference and 
Exposition. Philadelphia, May 20-24. 
Sponsor: National Office Management 
Association. Places: Benjamin Frank- 
lin Hotel; Convention Hall, Commer- 
cial Museum. 


IASA Insurance Conference. New 


York, May 21-23. 

Sponsor: Insurance Accounting and 
Statistical Association. Place: Hotel 
New Yorker. 


AMA General Management Confer- 
ence. New York, May 23-25. 

Sponsor: American Management As- 
seciation. Place: Hotel Roosevelt. 


Institute on Records 
Washington, June 18-29. 
Sponsors: The American University; 
National Archives and Record Service. 
Place: The American University. 


Management. 


NACA International Cost Conference. 
Chicago, June 24-28. 

Sponsor: National Association of Cost 
Accountants. Place: Conrad Hilton 
Hotel. 


AMA Office Management Conference. 
New York, October 15-17. 

Sponsor: American Management As- 
sociation. Place: Hotel Sheraton-Astor. 


National Business Show. New York, 
October 15-19. 

Sponsor: Office Executives Association 
of New York (New York Chapter of 
the National Office Management As- 
sociation ). Place: New York Coliseum. 


SPA International Systems Meeting. 
Philadelphia, October 22-24. 

Sponsor: Systems and Procedures As- 
- America. Place: Hotel 
Bellevue-Stratford. 


sociation of 
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with the EDITORS 


OUR COLLECTIVE face is very 
red: in the February issue, in the 
feature, “Automation in the Office,” 
we blithely reported that the Bel 
knap Hardware and Manufacturing 
Co. had recently installed an 1.B.M 
Drum Data 


Processing Machine, and that this 


Type 650 Magnetic 


represented the first installation of an 
electronic data processor in the State 
of Kentucky. We couldn't have 
been more wrong, as the General 
Electric Co. has been quick to point 
out. Not only has G. E. had a 
Remington Rand UNIVAC system 
in operation at its Major Appliance 
Division in Louisville for nearly two 
years: the Louisville installation was 
one of the earliest commercial ap 
plications of electronic data process 


ing. 


OUR sincere apologies, and our 
thanks to J. W. Pontius, Consultant, 
Electronic Data Processing Develop 
ment, General Electric, for calling 


this mistake to our attention. 


WE have for the past few days 
been attending the Third National 
Conference of Magazine Editors 
and Educators, and found it an ex 
perience that, for once, earned that 
much overworked adjective, “stimu 
lating.” The idea of editors and 
educators working together toward 
the achievement of common goals 
is one that could bring significant 
results on the American scene. Each 
group has much to contribute to the 
other. The educators after all pre 
pare the oncoming generation of 
readers, the editors’ audience and 
market. Editors in turn must he 
more sharply attuned to the current 
information needs of a great many 
people than the average person. 
Thus, they are in a position to ad 


vise and guide the educators. 


PERHAPS the most vital speech at 
the meeting was that given by Les 
ter Markel, Sunday editor of The 
New York Times, who discussed the 
joint responsibility editors and edu- 


cators have to the public, and put 


in a reassuring word for the much 
maligned “printed word,” as op 
posed to the more recent and more 
spectacular communications media. 
The only communications medium 
that is able to give the facts, and 
also give the background and per 
spective whic h are essential to give 
those facts meaning, is the printed 
word, he pointed out, in citing the 
essential differences in the way a 
television newscast and a daily news 
paper would be able to present an 


important and complex news story. 


WE are not running a daily news 
paper, nor is it our role to inter 
pret the overall meaning of mayor 
political events, Our held is con 
siderably more limited, but with 
in its boundaries we hold to much 
the same objectives cited by Mr. 
Markel 


fully, and to present them in the 


to present developments 


proper perspective, and with enough 
background information to make 
them meaningful. Nor do we be 
lieve that there can be any argument 
with his thesis that the printed 
word—the newspaper, the maga 
zine, the book—can do this overall 
job better than any other medium. 
This is true for more than one 
reason, Printed matter can give the 
reader a complete perspective on any 
one event; it also is there when the 
reader wants to learn about that 
event. Written material awaits the 
reader's time, convenience and at 
tention—which cannot be said for 
the spoken word—cither in the form 
of an after-dinner speech, or a tele 


vision broadcast. 


OF COURSE, there are moments 
when the permanence ol type can 
be a mixed blessing to an editor. 
For example, when he has made the 


installation “the first in 


Kentuc ky.” 
{2 abet Y) 3.7, 


Kditor 


wrong 


Robert Beeman, Managing Editor 
Thomas V. Murphy, Editoran-Chief 
Geyer McAllister Publications 
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QUALITY STEEL FILES 


“Better Built for Better Business”’ 


EFFICIENT 


ASE Files are functionally efficient ,. . speed the handling of office records . . . save 
valuable time. Drawers open easily and quietly . . . perfectly balanced at any posi- 
tion, Follower blocks are easy to adjust and have positive lock action. 

ASE Drop-In-Serts convert 5000 line file drawers for most flexible filing of 
various sizes of cards, checks and documents. ASE Files are available in sizes and 
styles to meet every requirement. Let your dealer help you obtain increased office 


efficiency and lower filing costs by selecting the right files for the job. 


is 


See the smart, new ASE steel furniture at your dealer's 
ALL-STEEL EQUIPMENT INC., Aurora, Illinois 


7 


m3 


Write for complete information. There’s an ASE dealer near you. 
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editorial 


Let’s emphasize all office jobs 


February graduations have come and gone with no startlingly apparen: 
effect on office complaints of a very tight market for new employees. The 
joint effect of a lower national birthrate when young people now reaching 
employment age were being born, and of a steadily growing demand for office 
workers is a record-breaking headache for personnel executives and the offices 
they must keep staffed. 

In all this, isn’t the problem being intensified by over-emphasis on the 
secretarial function? The modern office with its strong trend toward system 
ization of work, involving integrated data processing and wider use of elec 
tronic aids, calls fora much broader variety ol skills than have previously been 
in demand in the office 

Cannot schools and offices work more closely together to convince young 
people that the area for ambition in the office of today and tomorrow is far 
wider and more Inviting than ever? 

Do the franti advertising for secretaries and the news and feature stories 
on the shortage of them mean that all we lack are ris to write letters from 
dictation, keep their bosses’ desks in order, and eventually become junior 
issistants to top exes utives? 

| ndoubtedly we do lack good secretaries, and we are d sperately on our 
way in schools and nh our own training progr ims to . up the lack. I } 
doubtedly also some day—the birthrate helping—we shall have to reckon with 
d surplus of them. But right now we in ed ilso to impress on young people 
boys and girls alike—the job opportunities of the whole office, and not just 
ot an over-publicized sector of it 
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Random access — its meaning and 


its implications 


Effective use of an electronic computer often depends 


on rapid access to stored data. Here is an outline to guide 


offices in their selection of processors .. . 


by Ben Conway 


Management Advisory Service, Price Waterhouse & Co., New York 


BEFORE THE transformation of the 


scientific electronic computer to the 
business electronic data processor, the 
capacity for storing information, and 
the speed at which this stored informa 
tion could be made available to the 
computer, were not too important. The 
amount of information was generally 
small, and could be fed into the com 
puter at one time, 

Business problems, however, in 
volved vast amounts of information set 
up in ordered files. This information 
had to be made readily accessible to 
the processor, if business processing 
was to be handled at all. 

The internal storage capacity of most 
processors remained limited in size. To 
accommodate all the mass of required 
information, auxiliary methods of stor 
age had to be designed. The past few 
years, with their heavy emphasis on 
adapting computers to business needs, 
have seen the development of many 
new methods of storing information. 

Magnetic tape is considered one 
of the best auxiliary memory systems 
associated with electronic processing 
the speed with 
which information can be transferred 
between the tape and an electronic 


systems because of 


computer. From a point of view of 
space conservation, also, magnetic tape 
is a desirable storage system, since one 
reel of tape, usually about 14 inches in 
diameter, can hold as much informa- 
tion as several thousand punched cards. 
Other advantages of magnetic tape sys 
tems include: permanence, ability to 
check the information as it is read or 
recorded, and accuracy. Two other very 
important factors are its cheapness, and 
its unlimited capacity. 
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There are, however, disadvantages 
also, and in some types ol operations, 
one of the major difficulties when main 
taining information on magnetic tape 
files is the problem of interrogating 
any particular item of information, and 
getting the answer to that interrogation 
in a short enough interval of time. 


Locating information difficult 


This difficulty does not arise from the 
fact that the magnetic recordings on 
the tape exist in a form in which they 
cannot be read directly by the interrog 
ator, as the computer is used to trans 
late the recorded patterns. The diffh 
culty stems mainly from the fact that 
each item in a magnetic tape file can 
not be immediately identified and in 
terrogated. Instead it is necessary for 
the computer to scan the section of 
the tape file which contains the partic 
ular item, and to make comparisons 
with each item in the file until it deter 
mines that it has reached the desired 
item. Having done this for one item, 
if now the next item for interrogation 
is recorded at the start of the same reel, 
then the reel must be rewound, and 
scanned in the reverse direction, in 
order to arrive at this second item 
position. 

This process is continued for each 
interrogation. In some systems scan 
ning is only possible in the forward 
direction of the tape movement. For 
these systems it may be necessary to 
rewind the reel completely if the sec 
ond item to be interrogated precedes 
the first. 

It is this scanning of the file that 
creates the time lag associated with 
magnetic tape file interrogation. For a 


2,400 foot reel of tape, if we assume 
that scanning can take place equally 
well in both the forward and reverse 
directions the average time for access 
to any part of the file is approximately 
three minutes. This time lag does not, 
at first sight, appear to be very large. 
However, for most magnetic tape sys 
tems the act of interrogation is one in 
which only one interrogation can be 
performed at a time, a second interrog 
ation being held up until the first is 
completed. If we now consider a sys 
tem which may receive as many as five 
or six interrogations arising simultane 
ously, it can be seen that the last one 
to be answered could have a time delay 
of 15 to 18 minutes. Now let us trans 
late this operation into real-life terms 
and say that it represents that of bank 
tellers calling the bookkeeping depart 
ment to establish a withdrawer's bal 
ance. When as in this operation there 
is a high probability that several tellers 
may be calling at the same time, we 
see that such a delay is intolerable. 
To overcome this type of difficulty 
in electronic data processing machines, 
random access systems were developed. 
The name random access is not very 
accurate: rapid access would be better. 
However, in this context, what exactly 
does random access mean? It means 
that regardless of its position within a 
file, any item of information can be 
found almost immediately. There have 
been several methods of achieving this 
random accessibility of information. In 
one method the information has been 
stored on large magnetic drums, in 
another on discs which look like phono 
graph records and in yet a third meth 
od the information is stored on small 
addressable sections of magnetic tape. 
As an example, for the drum recording 
of information, the term “almost im 
mediately” represents a time delay of 
between 10 and 30 milliseconds, (1 
millisecond is a thousandth part of 1 
second), Thus the time delay for six 
enquiries arriving simultaneously is a 
maximum of 180 milliseconds, or ap 
proximately one sixth of a second. This 
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type of delay can easily be tolerated in B/M Tape INVENTORY TAPE B/M Tape 
the bank operation cited earlier; and . 
this type of random access system will Part No. ape Model No. Sequence 
find favor in many business applica- g o A 
tions. “A 6 On Hand 424 a 6 

In addition to overcoming the time B 4 In Process 836 ‘b 2 
delay difficulty, large random access M 1 On Order eee g 1 
storage systems enable information to Q 2 Min. Balance 144 ! 7 
be sorted comparatively easily by the nf : Reorder Qty. 1000 x 3 
processor. The operation of sorting 
using a magnetic t pe system is not b b 120 
considered too efficient. The method 4 60 
adopted is that each pass of the tape D 2 450 8 
tile through the processor creates longer - 2 90 e 4 
and longer sequences of sorted items, G 5 m 3 
until finally the entire file is sorted. H 7 e a 3 
However, since the physical moving of oO 4 = 190 ~ j o 
the tape file must occur for each sort 60 
ing pass, the operation is mainly a c avs 
mechanical one, rather than electronic. ee ats A100 | 


Thus the over-all efficiency of the op 
eration is greatly reduced. Figure 1 
By a random access device, however, 
if the capacity for storing information 
IS great enough, each item as it is read, 


is directed to, and recorded in, its cor- B/M Tape—Part No. Sequence 


rect position in the hile, regardless ot 


the fact that other items of the file may “ R s for Port*o” 
be absent. Then the entire system is —_ sh 
read off, and recorded on magnetic A 6 Model A 6x 45 270 A45 
tape, or some other storage devices, B 4 B om — 
with all the empty spaces suppressed. 
By this means the sorting is accom M ! M 1x3 = 50 Q24 
plished. Q 2 Q2%%4 = ar 
However, none of the methods men- 
tioned so far is a truly random access vis Ww ‘: es 
method, since in all cases some file Y 3 Y 3age = 7§ 
scanning has still to be performed. In a ene — M50 
the case of the magnetic drum system, 443 
for example, once the correct reading Figure 2 


head has been activated, it is still nec- 
essary to scan the selected drum chan 
nel until the required item appears 


pe—Model No. Sequence 
beneath the reading head. For the disc B/M To 


system, it is necessary to select both the Requirements for Part a 


correct disc and then the required item A in Model A 
of information on the disc. These aux a 6 a 270 
iliary search operations require some b 2 b 90 
time to perform. 9 1 9g 45 

The fastest method to date of achiev- | 7 | 315 
ing random accessibility of information x 3 x 135 
is by the recording of the information | Sort and merge 
as a positive or negative charge in mag 270 
netic cores. This method is more truly 50 
a random access method since it is 48 
only necessary to address the informa- B In > 75 
tion in order to be able to read it. a 4 r4 50 er 
The necessary read-out wires are activ m 3 443 
ated directly with no need for scan n 3 
ning of the file to take place. The 
access time for this type of read-out is 
measured in micro-seconds (1 micro In Model Q 
second is a millionth part of | second). o 48 


Ir can be argued that information will 
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never be required at this rate, and this 
is probably true for the normal external 
requirements of a business application. 
For this reason, at least at present, no 
large scale random access magnetic 
core systems have been, or are being, 
manufactured. Another reason for the 
limited use of cores, of course, is the 
extra cost of this type of storage. Pres- 
ently, core storage is far higher than 
drum or dise storage and these are far 
higher than ordinary tape storage. 

However, the computer itself, in 
order to perform its calculations and 
make its decisions at speeds of several 
thousand a second, has need of this 
high speed random access storage. The 
difference in the time scale, offered by 
core storage, in obtaining information 
on which the processor can perform the 
necessary arithmetic operations, or 
make the required logical decisions, 
is so great that the more powerful 
processors now available make exten 
sive use of core storage for their high 
speed memory units. 

Many problems face the management 
of any company which becomes inter 
ested in the possibility of using elec 
tronic data processing equipment. 
Among these problems, although per 


haps they are not the most pressing 
originally, are such questions as whether 
or not to use random access systems of 
the types previously indicated. 

There will be some applications, 
such as the banking operation referred 
to, which clearly demand random ac- 
cess to certain types of iniormation. 
There will be many other applications 
in which the possibility ol having ran 
dom access to the information will be 
desirable although not absolutely nec 


essary. 


Systems analysis needed 


The systems requirements of the job 
to be performed may easily be one of 
the deciding factors. In some cases 
two entirely different methods of per 
forming an operation are possible, or 
necessary, depending on whether or 
not random access equipment ts to be 
used. If one of these methods more 
easily allows expansion into other 
fields, or allows a better fit with other 
proposed applications, then this could 
constitute a reason for the equipment 
selection. 

\s an example Jet us take the opera 
tion of parts requirements. Parts re 
quirements involves what is colloquial 


ly known as an “explosion.” A fore- 
cast is made of the models to be manu- 
factured for some future period. The 
models then have to be “exploded” into 
their constituent parts. The total re- 
quired usage of each part, each of 
which may be used in several different 
models, must then be determined. This 
estimated parts requirement figure 1s 
then compared with inventory figures 
and a decision is made whether it is 
necessary to reorder the part. The 
questions of minimum balances, on 
order quantities and lead time must 
also be taken into account. 

The explosion of models to parts 
takes place through an index known 
as a Bill of Materials. This Bill of 
Materials can be set up on magnetic 
tape in one of two ways. It can be 
either in part number sequence er it 
can be in model number sequence as 
can be seen from Figure 1, page 25. 

If the Bill of Materials tape is set up 
in part number sequence then each part 
is listed in sequence together with the 
models in which it is used, and the 
required usage of the part in each 
model. (See Figure 2, page 25.) A 
random access system lends itself to 

(To page 88) 


Characteristics of large, medium, and small processors 


THE LARGE SIZE equipment has an 
outright sale price of above $500,000 or 
monthly rental above $15,000. The 
internal speeds of operation are ex- 
tremely rapid, the time for most oper- 
ations being measured in micro-seconds. 
The program repertoire or total num- 
ber of different operations which can 
be performed is large; most processors 
in this large scale category are able to 
perform more than 30 different opera- 
tions. High speed and extremely flex 
ible input-output equipment is gener 
ally associated with these systems and 
both alphabetic and numeric data can 
be processed, Machines in this class 
include the IBM 702 and 705, the 
Sperry Rand Univae I and I, the RCA 
Bizmac, and the Datamatic Corp, Ray 


com, 


The MEDIUM SIZE equipment has an 
outright sale price between $50,000 and 
$500,000 or a monthly rental which 
lies between $4,000 and $15,000, The 
internal operating speeds are fast, the 


26 


time for most operations being meas- 
ured in milliseconds. The program 
repertoire is usually as large as that of 
the large-scale equipment. This means 
that the medium size equipment can 
perform most of the operations of the 
larger processor, but between 10 and 
100 times more slowly. Generally 
speaking, the input-output equipment 
associated with these medium systems 
is composed mainly of card readers or 
punches and magnetic tape units. How- 
ever, recent machines in the field, not 
ably the Sperry Rand Univac File 
Computer, have made provision tor a 
large and varied input-output system 
to the general processing unit. Both 
alphabetic and numeric information 
can be processed, but in some machines, 
the use of alphabetic data decreases the 
storage capacity. Machines in the me 
dium category include the Electrodata 
Datatron, the NCR 303, the IBM 650, 
the Sperry Rand Univac File Compu 
ter, the Underwood Elecom 125, the 
Monroe Monrobot, and the Marchant 
Miniac. 


THE SMALL SCALE equipment has 
an outright sales price below $50,000 
or a monthly rental of less than $4,000. 
It has good internal operating speed, 
operations again being measured in 
milliseconds. The program repertoire 
is limited, however, especially in the 
ability to make logical decisions. The 
program is not usually internally stored, 
but often is stored instead as wiring 
in a plug or pin board or as a fixed 
pattern of recording on magnetic tape. 
It is difficult to modify instruction 
steps in a program and in order to 
perform a complex task the machine 
requires external assistance at various 
points. By this is meant that in com 
plex problems it becomes necessary to 
change the plugboard wiring as the 
solution of the problem progresses. In 
put-output equipment is generally of 
the punched card type. Generally only 
numeric data can be processed. Ma 
chines in the small category include 
the Burroughs’ E101, the Underwood 
Elecom 50, the IBM 607 and 608, and 
the Sperry Rand Univacs 60 and 120. 
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Traditional Red Cross marks... + + « completely equipped building Medical Department 


Now, small offices can have 
medical services, too! 


New service sets up central building dispensaries, which 


tenant companies use on contract basis— 


, 


Pre-placement physical examinations can also be given 
MARCH 1956 


THAT VAGUE HEADACHE, that 
general malaise, the ubiquitous “virus” 
of every variety are probably the great 
est causes of office absenteeism, far more 
telling in terms of total time lost than 
more serious illnesses. 

They are all legitimate causes for 
sending a worker home, The employee 
really doesn't feel well, It may be trivi 
al, something that will pass in an hour 
It may be serious; there’s always the 
chance that the general distress is the 
signal that some real illness is about 
to strike. The average office, not know 
ing which it is, will send an employee 
home, and tell him to stay there until 
he feels better. What else can it do? 

The employee will go home, tell his 
household how wretched he teel " and 
go to bed. He may feel better in an 
hour; he may return to the ofhce in 
three days, pale and shaky. Sometimes 
he will see a doctor, as often he will 
not. The decision usually will be made 
on the basis of his general attitude 
toward his illnesses, and the number 
of bills he anticipates having to pay 
during the coming month. 


The trouble may have been nothing; 
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Units give injections ordered by employee's personal doctor 


it may have been a warning signal. 
The employee doesn’t know; neither 
does his office. Moreover, if the em- 
ployee hasn't seen a doctor, he doesn’t 
know whether his return is going to 
spread some contagious illness through 
half the staff. Neither does his office. 

This type of sequence is familiar in 
most offices. Not so routine is the sud 
den emergency; the worker who hurts 
himself badly; the employee who col 
lapses at his desk, or has a serious at 
tack of some kind. Yet every office 
has had at least one such incident in 
its history. 

A solution to both types of employee 
health problem has been a company 
medical department which could imme- 
diately meet the needs and judge the 
condition of the worker who just didn’t 
fee] well, and could give emergency clin 
ical help to the worker who has sudden 
and serious trouble, A younger version 
of the industrial medicine units set up in 
industry, the ofhce medical unit has fol 
lowed the same evolution from _ its 
origin as a simple first aid station, to 


its present position as a major factor 
in bringing the benefits of preventive 
medicine to company employees. Thus, 
a sign of a progressive major company 
has been the extension of the industrial 
medicine concept to its clerical workers 


as well as to its blue collar group. 
Small offices handicapped 


The catch for most offices lies in the 
phrase “major company.” A medical 
unit 1s an expensive project, most small 
offices cannot possibly offer their em 
ployees the facilities of a completely 
equipped dispensary staffed by a doctor 
and nurse. For that matter, neither 
can most medium sized offices. It is 
only in offices which number their em 
ployees by the thousands that medical 
units have been practicable in the past. 


Yet the positive advantages of medi 
cal units in promoting better employee 
health generally, catching incipient 
trouble early, meeting health emergen 
cies, are fairly well accepted. It is the 
small office’s size, not its principles, 


that has prevented it in the past from 


offering the same facilities to all its 
personnel that can so easily be offered 
by Lever Brothers or United States 
Steel, or the other great centers of 
clerical work. 

A solution that has been proposed as 
a partial remedy to this handicap has 
been the establishment of central medi 
cal units, where costs might be shared 
by several small or medium sized of- 
fices. Such units, while serving a vari 
ety of companies, would have no great 
er a total employee load than the in 
company medical units in the large 
companies, and could offer basically 
the same services as these single com 
pany dispensaries. 

The difficulty with this plan, of 
course, is that getting such a unit under 
way adds a new and wholly unfamiliar 
problem to the many problems busi 
nessmen already carry. Who is to start 
the project, who is to interest other 
companies, where is a staff to be found, 
and who is to judge its qualifications 
to run the central medical unit? Who 
in the company is to estimate the costs 
of such a project, and how they should 
be apportioned among participating 
companies. 

The net result, of course, is that few 
offices, even though they are familiar 
with the merits of pooling resources 


(To page 80) 


The seale is an irresistable 
lure for the distaff side 
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Part 2: 


How you can read faster 


while learning more 


by Dr. Nila Banton Smith 


Director, Reading Institute, New York University 


EVERY BUSINESS MAN should be 
a rapid reader. In the face of this fact, 
it is hopeful to know that of all of the 
facets of the reading process, speed is 
the easiest one to develop. Here are 
some of the “secrets.” 

The rapid reader's eyes move fleet 
ingly across the lines, pausing briefly 
two or three times on each line, and 
picking up an “eyeful” of words at 
each pause. Speed is achieved by in 
creasing the rapidity of the eye-move 
ments, decreasing the length of the 
pause and taking in a larger number of 
words during each pause. 

While these are the mechanics of 
eye-movements, it is the mind that 
controls the reading process and better 
eye-movements are but a reflection of 
increased mental tempo in gathering 
meanings from printed symbols, So, 
first of all, set your mind on develop- 
ing long, rhythmic eye-sweeps, with 
fleeting pauses that gather in every 
thing within the range of vision, Don't 
point, don’t say the words with your 
lips and don’t move your head, Free 
your mind of all bodily accompani 
ments. Let it race ahead unimpeded. 

Now that you know what you have 
to do with your eyes, make up your 
mind that you must practice. One 
learns to type rapidly and accurately 
by practicing; he learns to play the 
piano excellently by practicing, he 
learns to skate skillfully by practicing. 
So it is with reading. As a business 
man and a reader of much business 
literature you must definitely resolve 
to tackle your reading improvement 
program in the same way that you 
would tackle skill improvement in any 
other area. 

Choose the right physical setting fo: 
this practice. Don’t start your improve 
ment program in the midst of a busy 
ofhce where phones are ringing, office 
help is asking questions, and people 
are coming and going. And don’t start 


it in the living room at home where 
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television is shouting out attention-ar 
resting phrases and the children are 


ps and robbers. 


playing co 

Once you are in a room Iree trom 
diversions, look for a chair which isn’t 
too luxuriously comfortable. Your pe 
riod of reading practice is no time to 
lol] on a chaise longue or to recline on 
soft pillows in a bed. You have a job 
to do. As a business man or woman, 
you are about to sharpen one ol your 
most important tools, a tool that will 
save you tume, and time saved is money 


saved. 


Determine your purpose 


First, decide why you want to read 
about to tackle. 
Then read for this purpose. Having a 


the article you are 


strong purpose in mind helps to pull 
your eyes rapidly along over the lines, 
and it gives you something to tie to in 


gathering meanings. 


Copyright 1956 by 


At this stage in your program, choose 
an article or a chapter that is tairly 
casy—an article of business interest, but 
not technical material or text that is 
packed with facts. Look at the utle and 
the pictures, These give you clues that 
you need in the next step 

Decide why you want to read this 
article. Just to follow the plot of the 
narrative? To get some ideas that 
might be useful to you? To find what 


What 


ever the reason is, phrase it concisely 


happened in a current event? 


and keep it uppermost in your mind 
throughout the reading of the entire 
sclection. Your purpose is the pilot 
light which guides you over the sea of 
print with a well-filled dragnet of ideas 
at the end of the journey. It is the 
magnet which attracts useful informa 
tion to satisfy your business reasons for 
reading. 


Make 


yourself read faster, faster than you 


Above all, force your speed! 


have ever read before. Consciously 
push your eyes across the lines as fast 
as you can make them go and still 


Prentice Mall Ine 


r = 
F. 


Find a place free from distractions, set the alarm, and go! 
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If you move your head from side to side while reading, break the habit! 


know what you are reading about. 
Across, back, across, back, across, back, 
in rapid rhythmic sweeps. Just make 
those eyes leap over the lines. They are 
your servants. You can control them. 
Don't let them loaf along in the old 
lazy way. 

Now see if you can apply all of the 
things we've been telling you in read- 
ing the article that appears on this page. 
It's about “Banks,” a topic in which all 
business people are interested. This is 
an easy article, but it should be easy for 
your first practice, 

First, get yourself in the right physi 
cal setting. 

Now look at the title, What specific 
information do you think will be pre 
sented in regard to banks? 

For what purpose would you like to 
read this article? To obtain general 
information about the differences in 
banks of “Yesterday” and “Now”? To 
find out if differences between old and 
new banking procedures have parallels 
in your own business? To get addition 
al insights into changes in banking pro 
cedures which might be beneficial to 
you in making greater use of the bank 
in furthering your own business inter- 
ests? Or what? 

Whatever your purpose is, phrase it 
concisely, and keep it uppermost in 
your mind throughout the reading of 
the article. 

Make up your mind to read fast, fast 
er than you've ever read before! 

Jot down the time in minutes and 
seconds, 
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Ready! Go! 
“Time was—and not so many years 
ago, either—when the average citizen 
took a pretty dim view of banks and 
banking. That this was so, it should 
be said, was to no small extent the fault 
of banks and themselves. 
Banks used to be—and a few still are- 

grim and forbidding structures, where 
business was conducted in a sort of 
genteel gloom, atmospherically and per- 
sonally. Behind the little barred win 
dows were, more often than not, elder 


bankers 


ly gentlemen whose cordiality—and 
that may be an over-generous word to 
apply 
ers account, and nothing less than a 


reflected the size of the custom 


few hundred thousand on deposit 
could have inspired the suggestion of a 
smile. As for the officers and junior 
members of the firm—well, the man on 
the street rarely saw them and perhaps 
even more rarely thought seriously of 
speaking to them in a business wavy. 

“Now, that appraisal may be a bit 
too harsh. And yet the average bank 
for many years was, to the average citi- 
zen, an awesome if necessary instru 
ment for the transacting of business— 
usually big business. But somewhere in 
the past quarter century—perhaps in 
the wake of the depression—banks be- 
gan to grow human, even pleasant, and 
started to woo the little man, the man 
who had been in awe of banks and 
bankers. It is possible that this move- 
ment began in medium-sized towns or 
in small towns where people know 


each other by their first names, and 


spread to big towns. At any rate, the 
results have been spectacular. 
“The 


banks, of course, received a big push 


movement to ‘humanize’ 
during the war, when more and more 
women were employed to do work 
previously performed by men. Also 
more and more ‘little people’ found 
themselves in need of personal loans, 
as taxes became heavier and as the in- 
stitution of installment buying broke 
down the previously long-held concept 
that there was something almost mor- 
ally wrong about being in debt. All 
sorts of people began to discover that 
the intelligent use of credit could be 
extremely helpful—and this idea was 
encouraged to grow by forward-looking 
banks that saw a great future in aid 
ing large numbers of small depositors 
and borrowers to meet their financial 
problems. 

“Today's banks present a picture 
startlingly different from that offered 
by the banks of yesterday. For the 
most part their officers are accessible 
and are known to a surprisingly large 
number of small depositors whom even 
vice-presidents can call by their first 
names. Some banks even have women 
—not unattractive, either—as personal 

And, of course, at 
windows — most of 


loan interviewers. 
many cashiers’ 
which now are barless—pretty young 
women greet the customer with a smile 
regardless of the size of his account. 
Banks today make personal loans that 
few if any banks perhaps a quarter of 
a century ago would have considered. 
For example, not long ago a young 
man moved to a large city to embark 
on a new job and appealed to a bank 
for help in obtaining funds sufficient 
to move his family to the new loca- 
tion, some distance from his former 
home. He had no collateral—only a 
bright future and a creditable past. 
One bank did turn down his petition 
—in a friendly way—but another stud- 
ied his problem and decided to invest 
in his future. He got the loan. In a 
not-too-distant past he’d have been re- 
garded as a poor risk by any bank. 
“In view of the public’s increasing 
acceptance of banks and bankers as 
friendly counselors, it is indeed surpris- 
ing to discover that banks feel it neces- 
sary to embark on an elaborate public 
relations program to make people more 
conscious of their place in the com- 
munity and the national scene. It may 
well be that the role of banks in keep- 
ing the nation’s financial arteries func- 
tioning properly is not as well under- 
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stood by the public as it might be. But Answers to reading quiz 
in most communities today’s banks and 


A seq ‘ol Ce . . — : 

bankers have ‘sold’ themselves and This is the second in a series 
ms ofarticles excerpted from “Read- 

their services at the local level. It may “Oh GS wh 9 i ing: A Business Man's Tool,” by 

be that the local banker has not yet wey! Dr. Smith, which will be pub- 

established himself as firmly as a oN "8 — AG lished by Prentice-Hall, Ine., 


source of help and counsel as has the _ : ou ° later this year. Publication is 
I oN *L ON “t NI : 
; made possible through an agree- 


ment between Prentice-Hall and 


family doctor and it may be also that 


by the nature of his services he never 


Time Begun : the Associated Business Publica- 
will, but he is making rapid strides in Time Finished : tions, of which Office Manage- 
that direction.” (The New York Reading Time ment is a member. 

Times, February 17, 1954.) Reading Rate 


Comprehension Score Scactetieemin 

Checking your speed : . 
wine 7 61/26 51/25 4l/2y4 31/23 2/22 1/2 

Write your beginning time and end UTES : 32: 3883 38 


. eee “eee 


ing time on the first two lines of the ~ a 


-- 
oe 
- 
- 
- 
oo 


** 
eee ee one eee 


table on this page. Compute your read WPM 105 113 122 13d, 1h? 162 184 210 245 294 367 490 735 
ing time and reading rate in the same Average tood excellent 
way that you did in the instalment 


. ; Rate and comprehension table (above left) and reading rate scale 
last month. A rate scale is provided 


on the page for your convenience. 


Compare your rate and comprehen not you point to words or follow the 

Write “Yes” or “No” at the begin sion score with those you made while lines of print along with your fingers 

ning of each statement. working with the material in last as you read, If so, break yourself of 
|. The unfriendly atmosphere month’s instalment. this habit. 

in banks of many years ago was the Did you do any better? Note whether you move your head 


fault of the people who used banks in from side to side as you read. If so, 


these times. Follow-up practice nest your chin in one hand, and hold 
2. In the banks of many years Before you start your practice cam it solid. This will prevent your head 
ago elderly men usually served at the paign on speeded reading, do some from moving. 
cashier windows, reading for the sole purpose of check Watch yourself to see if you vocalize 
In spite of the atmosphere with ing yourself to see if you have habits the words while reading silently. I 
in the bank of years ago, officers and which you have formed in the past and your lips move as you read each word, 
junior members of the bank mingled which will now interfere with the new then you are a pronounced vocalizer, 
in a friendly way with the citizens speed records which you wish to estab and this will interfere seriously with 
when on the street. lish. Notice, for instance, whether or (To page 89) 


4. Banks began to grow more 
human about fifty years ago. 

5. The function of the bank of 
many years ago was usually considered 
by the average citizen as that of a place 
to transact big business. 

- 6, One factor which contributed 
to humanizing the bank was the popu 
‘arizing of the institution of instalment 
buying. 

-7. During the war banks be 
came afraid that large numbers of 
small depositors and borrowers would 
add to their financial problems. 

8. Drawing a conclusion from 
the example given, no bank at present 
would grant a loan without collateral. 

~9, It may be that the role of 
banks in helping the nation’s financial 
arteries to function properly is not as 
well understood by the public as it 
might be. 

10. It is surprising that banks 
at present feel a need for embarking 
upon a public relations program. 

Check your answers. Multiply the 
number right by 10. Record your 


score, 


Guard against “vocalizing” while reading 
MARCH 1956 
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Se One area houses reception, executives’ secretaries, files 


ae 32 


American Investment’s new offices — 


old as Egypt, modern as today 


Inverted pyramids form 
sides of new building which 
again demonstrates the trend 


away from “financial” look 


CONSERVATIVE as they may be in 
their financial policies, the nation’s 
banking and financing institutions are 
fast becoming leaders in the fresh and 
unorthodox approach to office design. 
Such recent examples as the Manutac 
turers Trust Co.’s new Fifth Avenue 
Ofhices in New York, and The Repub 
lic National Bank of Dallas building 
in Texas, both winners of Honorable 
Mention awards in the 1955 “Office of 
the Year” competition, were dramatic 
symbols of this new look in financial 
institutions. An even more recent in 
stance of this trend is the new execu 
tive headquarters of the American In 
vestment Company of Illinois, which 
was recently opened in Clayton, a sub 
urb of St. Louis. 

Administrative center for the na 
tion’s third largest consumer finance 
company, the new building is unique 
in conservative Clayton. American in- 
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Ceiling of President Donald Barnes’ office is covered with translucent lighting panels 


Cabinets separate adjacent desks in accounting, giving added work space, file facilities 
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lypiecal executive office is that of Donald L. Barnes, Jr., vice president, shown here talk- 
ing with Earl R. Tweedie (standing) assistant vice president. Floor to ceiling windows 
open on a terrace surrounding the executive floor. 


a sl 


The machine tabulating department in the new headquarters building 


Cafeteria can accommodate 112 people, and can be converted to auditorium 


in conservative Clayton. American In 
vestment, insofar as it represents tradi 
tional design at all, has reached back 
into the past, and far away in distance 
for its motif: the sides of the building 
are inverted pyramids, 

In spite of using one of the oldest- 
known architectural shapes as a dis- 
tinguishing feature, the new building, 
designed by the Bank Building and 
Equipment Corp. of America, generally 
is modernity itself. The inverted tri 
angles on each side are constructed of 
solid concrete, pierced by windows 
shaded by concrete louvres. The front 
and back of the building are virtually 
all glass, as are the banks extending 
under the sharply angled concrete sides 
Thus the corners of the building are 
free under the extending V of the con 


crete walls, allowing maximum sun 
light in winter, a minimum of direct 
sun glare in summer. (To page %6) 
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An understanding of printing procedures is invaluable to the forms supervisor 


Part 2: 


Forms—their design, control, usage 


Capsule case histories illustrate the great potential 
savings that may be achieved through careful planning and 
control of the physical preparation of forms— 


by George Biek 


Forms Control and Design Supervisor, General Foods Corp., White Plains, N. Y. 


THERE ARE A VARIETY of ways 
in which a Forms Control Unit can 
save a company money beyond the ob 


vious 


economics available 


through 
keeping the number of forms in use at 
4 minimum, and insuring that those 
forms are designed for the most efh- 
cient and speedy processing. Our own 
experience at General Foods illustrates 
some of the secondary—but important 
economies achieved by a unit con- 
cerned wholly with saving the company 
money on all its printed forms and sta 
tionery. A few instances: 
Recently, our sales operations were 


decentralized and new offices were cre- 
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ated. We might well have been in 
volved in printing new labels, enve 
lopes, and letterheads for each. But we 
decided to use only the corporate name 
and address on labels and envelopes, 
thereby saving the cost of several sep 
arate printings and inventories. ‘The 
letterheads, however, were designed 
and stored for each group 

We have saved hundreds of dollars a 
year by having the banks print our 
checks free of charge. It is a mutual 
arrangement which helps both the com 
pany and the bank. The company saves 
the cost of the checks and the bank 


can make certain that the check is cor 


rectly prepared and conforms to their 
system. 

By making a study of a post card 
order form, we found that it was less 
costly to print our form on the reverse 
side and addressograph the district 
names and addresses than to have busi 
ness reply cards with the address of 
Because of 
the high percentage of the cards re 
turned, the extra 


the office printed thereon 


cost of collecting the 
additional postage far more than offset 
Nothing 
should be taken for granted, Often, as 


the loss of stamped cards. 
in this case, it pays to gather the facts 
first. In most cases it would, of course, 
have been le ss expensive to use the 
business reply card, and without the 
study that would probably have been 
done in this instance 

We had a number of letterheads in 
two colors, neither of which was black. 
To print these it was necessary to 
change the ink in the press twice. By 


(To page 92) 
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The liquid process machines can duplicate work orders at the rate of 125 six-part sets per hour 


How a “one writing” system coordinated 


Fairchild’s change to mass production 


Nearly 40,000 work orders, each requiring controlling 
operation sheets, are needed to produce one ‘plane. Here 
is how Fairchild handles this paperwork load— 


by Robert W. Martz 


Manager, Plant Operations, Fairchild Aircraft Division, Hagerstown, Md. 


FOLLOWING World War II, Fair 
child Aircraft was faced with a situa 
tion in the manufacture of our Flying 
Boxears which called for a revamping 
ol our production set up and comple te 
reorganization of our production pa 
perwork. Formerly aircraft, including 
Fairchild’s, were manufactured on what 
was virtually a custom-built — basis. 
This required fairly skilled workers 
Top military planners and industrial 
leaders realized that defense produc 
tion must be set up on a mass produc 
tion basis so that unskilled, emergency 


period labor could be used. 


The change to mass production made 
it necessary for us to re-analyze our 
entire production procedure, to estab 
lish accurate standards, to set up ade 
quate schedules and controls, and to 
work out a method of providing nec- 
unskilled 


A team was organized con 


essary instruction to our 
workers. 
sisting ol representatives of the engi 
neering, tooling, production and per 
sonnel departments. Engineering de 
signs a structure to utilize parts which 
are in dependable supply. Production 
sees to it that no single portion of the 
whole conversion 


assembly process 
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takes more than eight hours’ total 
elapsed time. If a part takes more 


than eight hours to build, the opera 


tion is cut in half, the parts completed 


by separate crews, and then mated. 


Tooling keeps every step of the pro 


cess under the maximum elapsed time. 
Personnel arranges for key trained em 


ployees prepared to direct the untrained 
workers. 


The Fairchild plant produces no 
raw materials. It converts and assem 
bles semi-processed stock and furnished 


components. The manufacture of 


a 
single airplane calls for 38,500 work 
orders. We need an adequate number 


of operation sheets to control perform 
ance of every operation called for in 
the 38,500 work orders for each air 
plane. The operation sheets provide 
the instructions which enable 


us to 
maintain the necessary rate-of-flow of 
production, and to instill the required 
) “know-how’ throughout our produc 


tion process. This applies not only to 
the mother plant but to all on-schedule 
contract plants as well, 


2 
ra | 
PARTS AND/OR MATERIAL 
COS 235 x8  kst lg 
our ability to produce these thousands _Al, Extr, 


of operation sheets with accuracy and -267 
dispatch. This led to a thorough in 
vestigation of available methods which G7 Mins fhe 
resulted in our adoption of the Ditto 


one-writing method. This consists of 


“One-writing” method adopted 


Sicleisiele|e)e)ei- 
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Implementation of our standardized 
production depended primarily upon 


writing a thing once and then using 
the original record to produce all sub 
sequent records required. It eliminates 


a tremendous amount of 


re-writing 
which otherwise would bog down our 
production schedules. 


We are able to provide the operation Order prepared from Ditto master 
sheets at necessary speed bec ause we 
run them from pre-written masters. An 
operation sheet master is written at the 
time the standards for performance, 
routing, tooling and so forth are set up. 
The master is placed on file. When 
ever a part is to be made, the master 
is taken from file and the necessary 
copies are run on our Ditto liquid 
process duplicating machine. No writ 
ing is necessary. The masters can be 
used 50 or more times. Since each 
copy bears a facsimile of the informa 
tion contained on the master, instruc 
tions to all departments are bound to 
be accurate and in agreement. 

A file of 46,000 of these masters is 
maintained in the tool-planning section 
of the tool engineering department 


(To page 98) The Fairchild “Flying Boxear™ 
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AUTOMATION 


oa IN THE OFFICE 


Shipping labels prepared as by-product of punched card 


invoicing; IBM expands West Coast operations 


ees A new development announced Two types of master addressing sten The first type, which has a thin ad- 
tz last month by Weber Marking Systems, cils which can be integrated with hesive strip on the top edge, is tabbed 
Division of Weber Addressing Machine punched card procedures have been over “Ship-To” areas of standard forms 

hws Co., makes possible automatic prepa developed by the company: a Tab-On before the forms are prepared. As data 
soe ration of a master stencil for address Stencil which is cut as a by-product are entered by punched card equipment 
ing shipping labels as a by-product of of the forms preparation, and the Web on the forms, the addressee informa- 

oak: punched card preparation of invoices, er Continumatic Stencil, which is cut tion is automatically cut into the sten- 
| bills-of lading, or shipping forms. independently of the forms. cil. An interleaved carbon sheet be- 


tween stencil and first copy of the form 
reproduces the addressing information 
being cut into the stencil on the form. 
As the forms are completed, the sten 
cils are removed, and tabbed to copies 
going to shipping. 


The Continumatic type of | stencils 


offered by the company are mounted 
in continuous form on a marginal 
punched carrier sheet. They have been 
designed so they can be cut by a re 
run of the same punched cards used 
to prepare the invoice forms, with the 
machine set up to select only pertinent 
information from the cards. After cut 
ting, the stencils are correlated with 
the appropriate shipping department 
copies ol the forms tor movement to 
shipping 

Within the shipping department, the 
prepared stencil of either type can be 


attached to a Weber handprinter for 
Weber Continumatic stencils, which are mounted on a marginal punched carrier 
sheet, are fed through machine in separate operation (top); Tab-on stencils ) atin » ar 

placed over ship-to area on forms, are cut as forms run (bottom) and address directly on cartons, thus 


eliminating the need for labels and 
tags. Alternatively, the same device 
can be used to print on labels which 
can then be attached to shipping car- 


use in printing the customer's name 


tons, 


(To page 42) 


Completed stencils of either type are sent to shipping . . « - ++ and used for direct imprinting 
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MITTAG & VOLGER, 
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ARS ST eae on 8 


rot 


And what an impression this new M sV line is making! 


For a look at—and the feel of —the finest carbon 
paper available, just peek inside these smartly 
designed new packages. Here’s carbon paper 
with stamina—a happy combination of a superior 
carbon formula and carefully selected, imported 
tissues. 

Every flat, invitingly clean sheet is quality- 
controlled every step of the way, to hold up far 
longer under the toughest punishment. Result: 
cleaner, easier-to-read copies every time, more 
times. And (a real morale-booster, this!) a special 
processing makes every M & V sheet slip-proof 
and non-curling in any weather. They're so 
manageable. 

For truly matchless quality in carbon paper, 
these M & V brands are acknowledged tops: 


INC., 


For Mors | iformation Use Readers 


Tagger, Plenty Copy, M & M and Silk Spun. 
Under each brand name, too, you'll find the 
finest in formulated-inked typewriter ribbons. 
They're ultra-resilient ribbons for longer life, 
sharper writing in silk ribbon, nylon, thin 
cloth or regular cloth, depending on your needs 

Ask your stationery supplier for any one of 
these outstanding M & V brands. 


PARK RIDGE, NEW JERSEY 


Inquiry Coupon on Page i 
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A For IDP tape storage 

G. J. Aigner Co., 426 S. Clinton St., 
Chicago, offers this AICO Tape Stor 
age Pocket for common language tape. 
It can be used in a tub file or a con 


(A-1) 


ventional filing system. 


A Steel transfer file 

This is one of the new G300 series 
made by Dolin Metal Products, Inc., 
trooklyn, N. Y. 
It has nylon glides, bearings, channeled 


drawer. (A-3) 


315 Lexington Ave., 


V Adding machine 

The Summira ts a 44%4-lb. unit of small 
size marketed by Fremaco Internation 
al, 188 W. Randolph St., Chicago, for 
$45.50. It has direct subtraction, (A-4) 


A Fluorescent desk lamp 
Luxo Lamp Company, Tuckahoe, N. Y., 
has just introduced a fluorescent model 
desk lamp, embodying the same “bal 
anced spring” construction used in their 
incandescent units. It is made of light 


weight steel, (A-2) 


V New calculator line 


Burroughs Corp., Detroit 32, offers the 
Series “C” 


Mw“ hemes. 


calculators in two-tone color 


Three are manual models, 


four are electric. 


“Picture window” 


(A-5) 


dials are featured. 


> 
re mm 
’ 

A New-type drawing board 
This Drafteze drawing board has a 
combination angular T-square and pro 
tractor, designed to replace a conven 
tional drafting arm. The board has 
guide rails on three sides. It is made 
by Weller Engineering Co., 169 La 


Verne Ave., Long Beach, Calif. (A-6) 


A Mobile shelf storage 
Sedgwick Equipment Corp., 259 W. 
14th St., New York, offers Mono-Aisle, 
a system of mounting file cabinets or 
storage units to roll on steel tracks, re- 


ducing total floor space required. 


(A-7) 


Vv Four part voucher check 

Standard Speediset Voucher Check is 
new addition to line of Moore Business 
Forms, Inc., Niagara Falls, N. Y. It 


can be made in sets up to tour parts. 


(A-8) 
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If further information is desired, use Reader Inquiry Card on page 104. 
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Gafety Flo 


with slip-retardant LUDOX 

gives superior 
slip resistance plus 
long-lasting beauty 


The anti-slip protection of new Du Pont Safety Floor Wax 
brings a new measure of safety to floors in schools, plants, 
hospitals, stores, restaurants and other public buildings. And 
it gives this vital extra security along with full gloss, wash- 
ability and extra-long life! 

A premium slip-retardant wax, Du Pont Safety Floor Wax 
gives long-lasting beauty to linoleum, asphalt tile, rubber tile, 
vinyl tile and any other resilient floor covering. It is water- 
resistant —dries to a satin gloss in 20 minutes, then buffs to a 
high shine. Can be damp-mopped and buffed again and again 
with no loss in anti-slip protection. Available in 1-gallon, 5- 
gallon, 30-gallon, and 50-gallon containers. 


. . + 

You can get new Du Pont Safety Floor Wax through 
a Du Pont Floor Wax distributor in your area. For 
name of nearest source and information, write 
Du Pont Company, 7010-5 Du Pont Building, Wil- 
mington 98, Delaware. 


EVERY STEP is safer because Du Pont Safety Floor 
Wax is fortified with anti-slip “Ludox”—trans 
parent particles of colloidal silica, Under pressure 
these tiny particles are pushed into softer wax 
globules. They absorb much of the foot's forward 
energy give positive traction underfoot' 


BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 
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Carbon Paper Kibbons will 

produce the best looking execudh 

betters you've ever seen-—digni 

impressive, eo any 
machine dengned for carbon 
paper ribbons*®.,. 

. Beaux Columbin's 
exclusive carbon formulation 
permits easy transfer of a 
- trength impression to form 

& sharp, clean, non- 
blurring image! 

.. . Beau Columbian 

rigid control of the ca 

coating process prevents 
uneven, spotty appear 
ance Capieale can’t 

_ overpower lower case 

characters! 

And we'll make it « 

is for you to judge the 

superiority of 
Columbia Carbon 
Paper Ribbons 
right in your 


How To Get Your FREE Ribbon 


With your present carbon paper ribbon, 
type this line on your business letterhead 

Saw your ad in Mar, Office Management.” 
Include typewriter make and your name. 
Mail to Columbia Ribbon and Carbon Mfg 

o, 673 Herb Hill Road, Glen Cove, 
N. Y. *Note: Carbon ribbons do not fit 
fabric ribbon-using typewriters. 


RIBBONS - CARBONS - DUPLICATING SUPPLIES 


42 For More Information Use Readers’ 
Inquiry Coupon on Pace 104 


Automation— 


(From page 3%) 


New electronic devices in the office 
ire primarily important because they 
expand the scope of the office, and give 
it the opportunity to explore new fields 
previously barred, Hugh L. Clary, 
president of the Clary Corp., reported 
recently at the Stanford Research In- 
stitute’s Industrial Economic Confer 
ence in Los Angeles. 


His own company plans to continue 
development of both electronic and 
non-electronic data-handling equipment 
in the belief that new electronic de 
velopments will supplement rather 
than supersede conventional equip 
ment, he declared. 

“When men learned to build air 
planes, they did not cease wanting 
more and more automobiles,” he point- 
ed out. 


Stating that the capacities ot most 
present day electronic data processors 
went far beyond the needs of small 
businesses, the company officer said 
his own concern is devoting particular 
attention to development of electronic 
units geared to the requirements of 
small and medium-sized offices. 


Case of the creative computer 


The long-awaited displacement of 
personnel by automation has become 
a reality in one unexpected quarter. 
Charles Phzer & Co., pharmaceutical 
manutacturers of New York, report 
that a 198-page lexicon of names pre 
pared for new drugs was created en 
urely by an IBM computer, 


Drug names in the past have seemed 
to call on that most human of attri 
butes, a fine and fanciful imagination, 
but the machine, after one false try, 
has produced a set of names that sound 
forbidding and technical enough to 
satisty the most skeptical patient. The 
machine, assigned to prepare a_ host 
of new names for drugs that may be 
marketed in the future, was given 
three major requirements: the names 
must be easy to pronounce both in ing 
lish and any common foreign language, 
and they must have the authentic 


“medical sound 


The computer's first attempt was not 
a success. It produced 22,000 names 
that didn’t meet specifications before 
a halt was called, instructions were 
clarified a bit, and the process of cre 
ation began anew—and this time suc- 
cessfully, 


Samples of the new “drugs” that 
will probably hit the market as soon 
as anonymous chemical compounds 
are matched to the machine’s brain 
children—byulamycin, cliohaycn, stary 


cide. 


IBM expands coast operations 


IBM, announcing an ambitious West 
Coast building program, has reported 
it will establish a data processing cen 
ter in a new 1|3-story office building it 
is constructing in Los Angeles, and 
that it will open data processing cen- 
ters in Portland, Oregon this month, 
and in Seattle, Washington, in June. 


Discussing the West Coast Building 
program which also includes a new 
office building in San Francico and new 
manufacturing and engineering facili- 
ties at San Jose, California, Thomas J. 
Watson, IBM president, said: 


“On the Pacific Coast there is the 
largest concentration of giant electronic 
computers in the world, and we know 
from the healthy look of the business 
climate out here that the surface has 
only been scratched in the computer 
and data processing market. Within 
the next several months, scores more 
of these powerful tools will be installed 
in business, industry, and government 
enterprises in California, Oregon, and 
Washington. This is a major reason 
why IBM is building in Los Angeles 
and expanding its operations up and 
down the coastal area.” 


Burroughs shows new units 


Two new punched card units de 
veloped by the Burroughs Corp. were 
shown for the first time at last month’s 
Chicago Business Show, held at the 
Conrad Hilton Hotel, under the spon 
sorship of the Office Management As 
sociation of Chicago. 


The first new model shown by Bur- 
roughs was a Sensimatic accounting 
machine equipped with a card punch. 
Burroughs spokesmen described the 
Sensimatic-To-PunchedCard unit as an 
extension of the company’s present 
Sensimatic - To - Punched - Tape equip 
ment, 

The second development exhibited 
was a Burroughs adding machine 
coupled with a card punch. The com 
posite unit allows elimination of veri- 
lying operations on key punched ma- 
terials, since the adding machine, op 
erating from the punch keyboard, pro 
vides immediate proven totals of the 
amounts punched on the cards. 


(To page 30) 
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‘HIGH FIDELITY 


— automatic dilation 


me 


OMPTOMETER 
OMMANDER ° 


lictation-transcription machine by Comptometer 


... makes dictating as easy as talking—An electronic miracle in the sim- 
plification of dictation has been achieved by Comptometer. Now you can forget 
the mechanics of recording and have your mind free and clear for better dictation. 
All you do is talk into the Unimatic remote control microphone which fits the palm 
of your hand, One simple button lets you dictate, listen, reverse to review, or even 
to “erase” and replace a word or phrase.When finished dictating, press other button 
to mark length of letter—everything is automatically recorded by remote control. 


. +. Saves more than it costs—The flexible Mylar* magnetic recording belt 
can be used for thousands of dictations. It “wipes” clean in just one second, 


SEE ALL 
NEW! 


Viswalite Indicator 
Glows red when you 
dictate, flashes to 
gleen when you listen 
Of transcribe 


New! 
Remote indesing 
automatically marks 
length of letter. 


New! 


Unimatic Remote 
Control Microphone 
fits palm of hand Two 
buttons contro! all 
operations 


NEw! 


Siumplihed Recorder - 
ol! operating controls 
are now on Unimatic 
mucrophone 


THESE YEARS-AHEAD FEATURES DEMONSTRATED 


Conference Recording — 
Listening 
tive mucrophone pickup 
Eatra loud volume play 
beck speaker 


ready for re-use. The day-after-day savings over costly ordinary one-use belts or 
records more than return your Commander investment. And only Comptometer 
guarantees these mailable belts for life 


-.. @rases unwanted words —You will hand your secretary error-free dic- 
tation she will transcribe twice as fast and right the first time. Error free because 
you can electronically “erase” any unwanted part of your dictation and replace 
with the new or correct thought —No extra correction instructions to add. And, for 
economy -minded offices, the same Commander unit can be used for both dicta 


tion and transcription. # Mylar Dupont’s trademark for its Polyester film 


IN YOUR OWN OFFICE! 


new! 
Carrying handie 


new! 


Wemovable cover 


new! new! 


Custom ted Input Vol - 
wme-Control can be 
pre edjesied to your 
voce whether t's es. 
tra lowd oF extra soft 


new! 


Dual tpearers 


new! 


Lighter werent 


new! 
Modern dewgn 


new! 


High Fidetty 


Supersens 


also 
available 
in 
Canada 


enather oul slen dng mactene te peed Amar on buwnen by 


OMPTOMETER’ 


A product of Felt & Torrent Mtg Co Cricage Wines Other for & 
Torrent products Ihe world femews Comptometer Adding ( oh wetng 


Machine end the new |0 bey Comptograph J0/ Comatehng Addeng mertune 
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Information Use Readers 


Comptometer Dictation Div., Fett & Tarrant Mtg. Co., 1702 Marshfield St., Chicage 22, ii 


Gentiemen Without any cost or obligation please arrange 
©) FREE DEMONSTRATION () FREE 10 DAY TRIAL ) Send complete iatormation 


Name Title 


Company 
Address 
cr __County 


= 


Inquiry Coupon on Page 104 
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lf further information 
is desired on any of 
the products shown on 
these pages, use Read- 
er Inquiry Card on 
page 104. 
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Automatic labeling machine 


New labeling machine can feed, cut, 
glue, and affix more than 10,000 address 
labels per hour, according to manutac 
turer, Cheshire Mailing Machines, Inc., 
1644 N. Honore Street, Chicago 22, Ill. 
Machine can be re-loaded in operation. 


(B-3) 


V Office hand cleaner 

“Clean Hands,” a new hand cleaner 
produced by Columbia Ribbon & Car 
bon Mig. Co., Glen Cove, N. Y., is de- 


signed to remove hectograph stains. 


A Rotating register 

This Turntable Counter Unit design 
provides for mounting of autograph 
registers in units which rotate 360°. It 
is made by Leon Williams, 1500 Ver 
mont Ave., Washington, D.C. (B-4) 


V Electric adding machine 
Regna Cash Registers, Inc., 175 Fifth 
Ave., New York, announces a new 


V Ledger heading writer 

The Accounting Form Titler is used 
to print headings on work sheets, jour electric adding machine with contoured 
tials, ledgers, ete., by spirit duplication 
from translucent masters, It is made 
by S. & M, Distributing Co., 3875 Gar 


land St., Wheat Ridge, Colo. (B-2) 


rear rubber rollers for portability. 


keys, curved window showing listings, 


A Dictating machine 
The SoundScriber 200 is a compact 


model with a handle and shoulder strap 
for easy carrying. Microphone, power 
cord, and disks are carried inside. It 
measures 2% by 64% by 10 in. and 
weighs 6 lbs. It is made by The Sound 
Scriber Corp., 146 Munson St., New 
(B-6) 


Haven, Conn. 


A Tape dispenser 

Minnesota Mining & Mtg. Co., 900 
Fauquier Ave., St. Paul, has introduced 
a new heavy-duty dispenser for its 
Scotch brand cellophane tapes and pa 


per tapes. It takes widths to 1} in. (B-7) 


V Legal size file caddy 

A new, enlarged file caddy offered by 
Amberg File & Index Co., Kankakee, 
Ill, the model 417, is three inches 
wider than their 414, will hold legal 


size papers and documents. 


OFFICE MANAGEMENT 
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A Label holders 


Slip-On Label Holders are designed for 
indexing open-back post binders. They 
are made of vinyl plastic, are available 
in three standardized sizes, and can be 
re-used as needed. The manufacturer 
is Office Products, Inc., 9925 Freeland, 


Detroit. (C-1) 


A Coin counter-packager 
Johnson Fare Box Co., 4619 N. Ravens- 
wood Ave., 


Chicago, announces the 
Mode! 30-SS automatic coin machine 
for coins trom pennies to half dollars. 


(C-2) 


V Carbon-set forms 

“Duplisette” is a carbon-set form made 
by Carteret Printing Co., 480 Canal St, 
New York, to eliminate lost time and 
motion in 


making caroon copies. 


(C-3) 


MARCH 1956 


> Pedestal file introduced 

A new pedestal file designed to receive 
“drop in” files in tub and suspension 
drawer sections, is offered by Vue-Fax 
Corp., Westbury, N. Y. File is shown 
here with a Posting Section, forming a 


(C-4) 


comple te desk unit, 


A Accounting machine 

This new Underwood Sundstrand ac 
counting machine has a ten-key key 
board, direct subtraction, automatic 
balances and totals, adjustable front 
feed form chutes, and other features. 
It has recently been introduced by the 
Underwood Corp., | Park Ave., New 


York. (C-5) 


V Coin changer 

The Coin Master, an automatic coin 
changer, is a new product of the Metal 
Products Engineering Co., Inc., Los 
Angeles 58. It is designed to deliver 
change, including split change, auto 
matically by pressing two keys. The 


simplified keyboard has 19 keys. (C-6) 


A Payroll tax computer 

Ayres Corp., Box 1081, Wilmington, 
Calif., has redesigned its Calculer-D 
Payroll Tax Computer to simplify read 
ing of F.LC.A. and Withholding Tax 
deductions. The computer has inter 
drums tor 


changeable varying pay 


(C-7) 


periods. 


V Storage cabinet 

This is one of three new Cyclops steel 
storage cabinets announced by the Bor 
roughs Mig. Co. 3002 N, Burdick, 
Kalamazoo, Mich. Interchangeable in 
terior parts make it adaptable for use 


as a wardrobe or combination unit 


(C-8) 
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A Walnut smoker 

This No. 135X walnut smoker has 
been introduced by LaSalle Products 
Co., 2216 N. Clybourn Ave., Chicago. 
No. 125X is similar, but does not have 
the handle, The two smokers are priced 


at $24 and $20 respectively, (D-1) 


A New coffee service 

Coffee-ette Of America, Inc., offers a 
complete ofhce coffee service, under 
which it provides a cabinet housing 
electric coffee makers, all ingredients, 
“china-coted” paper cups. Total cost: 
charge tor the products consumed, all 


of which the Pittsburgh firm supplies. 


(D-2) 


If further information is desired, use 
Reader Inquiry Card on page 104. 


Ln 


A Walnut chair 


This chair, designed for the office or 


reception room, is of walnut. It has 


foam rubber cushioning in both. seat 
and back. Available upholstery includes 
top grain leather or fabrics. Although 
a lounge chair, it is designed to be easy 
to move as required. It is made by the 
Johnson Chair Co., Rm. 7109, Mer 
chandise Mart, Chicago. (D-3) 


V Steel desk 

General Industrial Co., 5742 Elston 
Ave., Chicago, is now manutacturing 
this steel desk, which hasrushed alu 
minum hardware, stainless steel trim, 
and a prey linoleum top. The top meas 
ures 54 by 24 in. Two hile drawers are 
provided, one in each pedestal. A cen 
ter drawer is available. The desk is 


also offered in a 60 by 30 in. size. 


(D-4) 


s New furniture line 

Hamilton Mfg. Corp., Columbus, Ind., 
has added a new line of seamless tubu 
lar steel furniture. The chair is offered 
with or without arms, or with either a 
right or left arm. A settee and sofa 
are available in similar variations. The 


cushions are reversible; numerous up 


holstery materials can be had. (D-5) 


Bor, 


~ 


A Decorative fabrics 

Hand printed Fiberglas casement cloths 
and four woven tabrics are announced 
for use in executive offices by Cheney, 
Greeff & Co., Inc., 4 E. 53rd St., New 
York. The pattern shown is called 


‘Museum Plaid.” (D-6) 


A Executive posture chair 

This is the No. M-9000 chair, recently 
introduced by the Milwaukee Metal 
Furniture Co., 101 N. Campbell Ave., 
Chicago. The back is of foam rubber, 
contoured for comfort. The chair is 


available in a variety of finishes and 


upholstery materials. (D-7) 
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| Offset Duplicating Makes Good A Promise 


A. B. DICK COMPANY 
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TH DUPLICATING GETS THE GREEN L) 


* -and makes good a promise 


When the principles of 
lithography were first 
adapted to offset duplicat- 
ing, there came the 
promise that half-tone il- 
lustrations, ruled forms, 
typewritten bulletins, sys- 
tems paperwork, letterheads and other mate- 
rial could all be produced in the office with 
appreciable savings in time and money. 

The A. B. Dick offset duplicator, Model 
350, fulfills that promise and gives offset dupli- 
cating the green light. Here is a precision 
machine made to specifications and held to 
tolerances never before achieved in an offset 
duplicator. 

Now, good copies in black or color can be 
produced without time-consuming delays. 


> A-B-DICK 


THE FIRST NAME IN DUPLICATING 


—_— 


_ 


Now, you can maintain fine copy quality 
automatically with exclusive AQUAMATIC 
control, 

Now, you can switch from the lightest paper 
master to a metal plate and from 12-pound 
paper to Bristol stock without changing cylin- 
der or roller pressures. 

Now, there is a feed table that is adjustable 
for different sizes of paper and card stock in 
seconds. Duplicating speed is faster than ever 
before—up to 9000 top quality copies per hour. 

You can see this new offset duplicator in 
operation at your A. B. Dick Company dis 
tributor’s showroom. You will find his name 
listed under Duplicating Machines in the 
classified section of your phone book. Or write 
A. B. Dick Company, 5700 Touhy Avenue, 
Chicago 31, Illinois. 


AB. DICK and & ere registers 4 trademeres of A. B. Dick Company 


oe 
feo ES 

‘ i 

= _ . : bh & 

( J ao Bet 

T . 
rg R me et 
top i 
, { ee 
a pe 

ey i 

‘ : aS 
- ri 

a 
x 
Ta 4 

: 3 

iS 

( ne ry 

, =H 
; ‘ 

wy, 

‘3 

re P 

; . _—S ea 
: coe 

| ; 

S ¥ 

4 & 
‘a 5 7 iV .% 
¥ - 7 
. 3 $ 

Se ok * Se of 

a —" s 

‘ hs 

\ 

’ 7 
ae a eee eee a 


nO 


Here Are The Features That Signal 
A New Era For Offset Duplicating 


Aquamatic Control One simple control set- 
ting meters the exact amount of fountain 
solution to maintain ink and water balance 
and assures day after day production of top 
quality copies. First copies are always good 
copies without time-consuming make-ready. 
No molleton covers to buy—or clean or 
change. Paper lint is easily flushed out of 
fountain, can’t accumulate on ink rollers. 


Self-Adjusting Cylinders Completely elim- 
inate any need to adjust for differences in 
master thickness or impression paper weights. 


and many other “why weren't they thought of before" features 
Clearly identified operating controls—Easy-to-read spirit level in water fountain— Reset counter, 


counts up to 99,999 copies —Air and vacuum controls easily accessible 


Paper and Card Feed ‘len-ream capacity. 
Easily and quickly set for paper and card 
stocks from 3 x 5 inches to 11 x 17 inches. 
Easy-to-read calibrations on feed table match 
calibrations on receiving tray. Fast action 
cranks position paper guide rails. No con- 
veyor tapes, separator clips or pull-out rollers 
to adjust. No need to block off unused suction 
feet. Simplified hand feeding for ‘‘single-sheet”’ 
and “master-from-master’’ work. 


Copy Positioning New, simplified control 
permits operator to raise or lower copy with- 
out tools. No need to clean blanket after each 
adjustment. Angular and lateral adjustments 
made quickly, easily and precisely. 


Automatic Blanket Cylinder Action In 
stantly disengages from master cylinder when 
paper ceases to feed. Eliminates image 
build-up on blanket. Insures uniform copy 
Simplifies “‘single-sheet’’ feeding. Manual 
control permits operator to contact blanket 
to master whenever necessary. 


Universal Master Clamp Accommodates 
slotted, serrated and straight-edge masters 
Easily replaced with auxiliary clamp for 
pinbar-punched masters. Locking tail clamp 
keeps masters from working loose. 


Variable operating speeds up to 


9000 copies per hour —Jogging receiving tray as standard equipment — Easy-to-clean frost green finish. 


A. B. DICK COMPANY 
5700 Touhy Avenue, Chicago 31, Illinois 


Please send me more information about the new A. B. Dick Offset Duplicator, Model 350 


Name 


Organization 


Address 


City 


Position 


State 


¢ 


A-B-DICK 
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A Monthly Feature 


Tools of the Office 


THE modern duplicating machine is 
the “do-it-yourself” printing plant for 
the office. It has made it possible for 
offices to reproduce important docu 
ments at will, to make multiple cop 
ies of material of all kinds, and in gen 
eral to provide itself with many of the 
printing services formerly obtained 
only from outside professional sources. 

The duplicating needs of today’s of 
hices are various. In some jobs, quality 
ol reproduction Is more important than 
considerations of economy or speed. 
Other work is not useful unless it can 
be performed cheaply. Speed in some 
cases may be considered far more valu 
able than either economy or appearance 
ot copies. 

To suit these Varying needs, there 
are available today many different 
methods of making copies in the office 
Each of these methods has its advan 
tages and its disadvantages. None is 
ideal for all purposes. 

In an attempt to expand the versa 
tility of modern duplicating methods, 
manufacturers have undertaken to 
adapt some of these processes for use 
with others. By such means the ad 
vantages of one method may be em 
ployed by another in which those par 
ticular qualities are lacking. 

For example, the tamiliar stencil du 
plicator has been con dered far from 
ideal for the reproduction of artwork, 
since preparation of the stencil has 
been laborious. But once a stencil has 
been made, the stencil dupli ator can 

out thousands of copies quickly 

ly. On the other hand, the 

facsimile process can make copies ol 

irt work successfully, but at a slow 
rate. 

By the process adapting the fac 
simile method hat can cut sten 

however, the copying facilities of 


‘ 1 LI 
hat process vecome available to the 


stencil dupli ator, and the high speed 


and economy of the latter can be used 


by the former 
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Duplicating Equipment 


by Robert Beeman 


This is typical of developments in 
the office duplicating field today. It 
will be seen from the remarks in the 
next tew pages that many processes 
have been adapted for use with other, 
quite different processes. The possi 
bilities thus opened for effective new 
office procedures are impressive. 

There are at least twelve different 
processes now on the market for the 
making of copies, and a thirteenth is 
expected to be available shortly. This 
list does not include automatic typing, 
or the operation ol other typing of 
printing equipment by one of the com 
mon language media of integrated data 
processing. (See the Tools of the Office 
section of the February issue of this 
magazine.) 

These processes vary in many rr 
spects. Basically they fall into two 
categories copying processes ind du 
plicating processes. The copying prox 
esses are used to make more of less 


exact copies of original material, but 


they differ in their ability to pick up 


certain colors and certain types of ma 
terial. Some cannot copy material on 
opaque paper. Their work varies also 
in the appearance of the copy itself—in 
the color ot the copy paper or ol the 
printed lines, in the sharpness of the 
image, and in the texture of the paper 
There are further variations in the 


spec 1 and cost of operation 


The duplicating processes re quire the 

preparation of some kind of master 
! i 

tencil, of other medium from which 


the final copies are taken They are 


© Each of the copying processes has 
its individual characteristics. Typical 
machines are (from top to bottom) a 
Thermo-Fax model, two photocopiers 
(ineluding a flat-bed printer for copy- 
ing bound material) a Verifax unit, 
a diazo process model, and a facsimile 
process unit. (Pictures by courtesy of 
Minnesota Mining & Mig. Co., Amer- 
ican Photocopy Equipment Co., Cop- 
ease Corp., Eastman hodak Co., Oza- 
lid, and Stenafax.) 
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COPYING PROCESSES 


fo copy original material, including photographs, art work, drawings, 
letterheads, etc, It is generally considered best suited to making from one 


Equipment in this category is designed 


to ten copies, but in some cases (as noted under Remarks’) it can 
prepare stencils, offset masters, or spirit masters for use with long-run 
duplicating equipment, thereby greatly extending its usefuiness. 


Estimated Cost 
Process Speed’ > Remarks 
Per Copy 
Letter-size models make 
ghoul 200 ae Original must be on material that permits light to pass through it 
c tes r 
sa ° 4 and must be written on one side only. Process cannot enlarge or 
H hour, Others toke copy ¥%, to | cent per letter- 
Diazo reduce. Color of printing and paper can be varied from copy to 
up to 54 in. wide at size copy 
copy. Can prepare offset masters, and can make copies on photo- 
speeds averaging 20-30 
ft a minute ci att 
ay A eT Con make single copies, stencils, and offset masters. Is essentially 
en n 
Facsimile 3 minutes per copy -" a © communications device, and can transmit copies long distances 
c 
opy Cannot enlarge or reduce 
Phot lto2 ‘ ial 8 10 10 ‘ Most models moke exact-size copies; some can enlarge and 
c 1 rm 
otocopy Opies per minute ° eesti reduce Can moke translucent copies for diazo process 
Can make unlimited number of copies from film or opaque 
Smokeprinting 60 copies per minute Fraction of a cent material. Color of ink and copy paper can be varied. Special 
poper not required. Can enlarge and reduce. 
Mokes copies on lightweight paper which can be reinforced with 
4.15 copies per minute, 
Thermo-Fax 4‘, to 5 cents heavier backing. Several paper colors available. Cannot enlarge 
depending on model 
or reduce. Less sensitive to colored inks. 
3 copies per minute; Single copies, 9 to 10 Similar to photocopying, but makes copies on standard office 
Verifax single copies, 50 sec cents; runs of 3,3 to 4 papers. Cannot enlarge or reduce. Copies are black on white 
onds cents each Can prepare offset masters 
3 minutes per single 
Can make offset and spirit masters, positive working offset plates, 
Xer r copy; multiple ' | 
Sreg aphy f a a ee 9 conte por single copy ond translucent copies for diazo process. Can enlarge and reduce 
aster 


DUPLICATING PROCESSES Equipment in this category re 


certain of the copying processes listed above, making possible the long 
run duplication of photographs, ort-work, letterheads, etc. Costs per copy 
are difficult to estimate because they vary with the length of runs. How 
ever, they are in the nature of a fraction of a cent per copy. Automatic 
typing or printing, as from paper rolls or tape, is not included 


quires preparation of a master, stencil, plate, or the equivalent, such os 
setting type. In general, it is designed for long, fast runs. Except where 
noted, masters can be prepared by typewriter or by hand, In some cases, 
referred to under “Remarks,” masters can be prepared by means of 


Process 


Speed* 


Number of Copies 
for which 
Best Suited** 


Remarks 


Azrograph 
and 


100.120 copies 


Master and other materials clean to handle. Corrections to master 
can be made with rubber eraser. Copies are blue-black, becoming 


per minute 10-125 progressively fainter. Machines can also handle the liquid proc- 
Chemograph ess interchangeably. 
Gelatin 10-75 copies per min Up to 8 colors can be printed at once; purple gives best results. 
vite, depending on type 10-100 Copies become progressively fainter. Gelatin can be re-used. Copy 
(Hectograph) of machine 


paper can be in variety of colors. Glossy paper used 


Offset 


(Multilith, 
Davidson) 


4,500-6,000 copies 
per hour 


10-several thousand; 
with metal plates, runs 
fo 25,000 are possible 


Masters can be made by diazo, facsimile, photographic, Verifax, 
and xerographic processes, from other masters, and by typing 
and hand writing or drawing. Work is of high quality. Various 
colors of ink and paper available; one ink color run at a time 
Equipment requires reasonably experienced operator. 


Relief 
(Multigraph) 


up to about 
5,000 copies per hour 


300- 100,000 


Uses movable type, set by hand. Can use slugs, electrotypes, 
plotes, etc. Finished work is of high quality, closely resembling 
typing. Machine can also do actual printing. Prints one color at 
a time on wide variety of papers. Changes in text can be made 
during run 


Spirit 
(Liquid, Fluid, 
Liquid Hectograph) 


40.130 copies per min 
vie, depending on type 
of machine 


10.350 


Several colors can be printed at once; purple gives best results 
Various colors of copy paper available. Copies become pro 
gressively fainter. Glossy paper used 


Stencil 
(Mimeograph) 


40.200 copies per min 
vie, depending on type 
of machine 


10-5,000 


Stencil can be prepared by facsimile or photographic methods, 
in addition to typing and hond writing or drawing. Variety of 
colors possible for both ink and paper. Usually prints one color 
at a time; multicolor copies possible in some cases 


*Based largely on manufacturers’ estimates, with reference to standard machines turning out letter size copies. Cost figures do not include labor, 
training of personnel, overhead, or similar costs 


**Based on cost, speed, and other factors. Shorter or longer runs may be feasible in varying circumstances. 


Figures are approximate and can vary with circumstances. 
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used generally to make fairly long 


high-speed runs, while the copying 
processes are rarely effective for mak 
ing more than a few copies in a run, 
and these are produced at relatively 


slow rates, and more expensively. 


( opyi ng Processes 


DIAZO 
The Process 


Theory. The diazo process depends 
on two principles: (1) certain chemicals, 
when brought into contact with each 
other, will combine to form a dye, and 
(2) if one of the chemicals is exposed 
to ultra-violet light before contacting 
it will be broken 
down so that it cannot combine to form 


the other chemical, 


the dye 

A chemically sensitized sheet of pa 
per is used as the copy paper. All that 
Is req ired, basic ally, is to provide some 
mec hanical means ot exposing the dye 
forming chemical to light wherever 
white areas are desired on the copy 
(1. e., the background, in normal copy 
ing), and to shield the chemical from 
the light wherever dark lines are re 
quired, so that a dye will be formed 
when the chemicals are brought into 
contact, 

In normal diazo copying, this is done 
as follows: The material to be copied 
is placed over the sensitized sheet and 
inserted into the copying machine 
Here it is moved, by mechanical means, 
before an ultra-violet light source. The 
] ght passes through the original Mma 


Wherever it 


paper, the dye forming com 


terial to the COpy paper. 
strikes the 
pound (a diazonium salt, or “diazo’’) 
1S broken down. The opaque lines of 
the original, however, do not allow 
light to strike the chemical directly 


p 


beneath them, so that it remains cay 


able of producing a dye. 

In order to produce the dye which 
will form the final copy, it is necessary 
to bring the dye forming compound 
(the diazo) into contact with a com 
bining agent (referred to as a “coup 
ler”). This may be accomplished in at 
least two ways. In the first method, 
the coating of the sensitized sheet con 
tains both the diazo and the coupler. 


however, prevented from re 


Chey are, 
acting by the presence of a “stabilizer 4 


> , 
But this Stabilizer an be neutralized 


by the effects of immonia. Hence. the 
copy sheet, after exposure to ultra-violet 
light, is again exposed, this time to a 


vapor 


containing ammonia. The stab 
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lypical of recent developments are these new models. Fre 
it for making “right reading” photocopies from opaque originals 
g a negative; the Ditto offset duplicator; a Polychrome anit by 
which offset masters can be made from a Verifax copier. Bot 
tor; a Peerless phe 


Dick's offset duplic 


processing section; and a Haloid xerograph 


nm left to right, top row: 


1s row: A. B. 
+ with an autome feed into the 
on with a new unit by 


installa 


which artwork, drawings, etc., may be transferred to spirit masters. 


ilizer becomes inactivated and the di 
azo and coupler combine to produce 
the dye required to form the lines of 
the final copy. 

The second method uses a sensitized 
sheet containing only the diazo, After 
exposure to light, the sheet is brought 
into contact with a liquid solution con 
taining the coupler. The dye is formed 
as before. In modern equipment, the 
sheet is not a tually passed through da 
solution; instead, it is moistened by 
means ol} rollers. 

The first of these processes 1s some 
times called’ the “dry proces or the 
‘ammonia-developing process,’ while 
the second was formerly known as the 
“wet process,” These de Signations have 


! 


no practical meaning for the user of 


the equipment, howe ver, and are men 


tioned here only incidentally. oth 


method produce copies that are, for 


! 
il] prac tical purposes, dry. 
From the above, if should he clear 
that since light must pass through the 


' 
original material in order to make a 
, ' ' 
opy of it, the original must be on pa 
1 ' 
vr sufficiently translucent to allow a 


Lt ‘ 
reasonabie amount ofl light to pass. 


Actually, most modern stationery is 


transiucent enough tor the purpose 


ind this not not a major problem. 
However, it is also clear that two-sided 
originals cannot be oped directly by 
this process, since both sides would 
ippear, one over the othe r, on the opy. 
Whenever opaque or two-sided orig 


‘ ; 
mals are to be copied, therefore, it 1s 


first necessary to make a translucent 
copy. This can be done, in some cases 
directly in the diazo machine, by ex 
posing the original together with a 
special reflex film 
Translucent copies may also be pro 


duced by photocopying, xerography, 


and facsimile. 


~ 


haracteristics. Final copies may be 


on any of several colors of paper, and 


the printed matter itself may be varied 


in color, depending on the specih 


chemicals used. It is possible, in special 


ases to produce is many as five dif 


ferent colors (blue, yellow, red, brown, 


and black) on one print; an intermedi 


required in which special 


solutions are applied by hand, 
lso be made on trans 


( opies may a 


lucent material suitable for further 


copying of lor projection 


In lieu of making a final copy, off 


set masters may lh prepared by this 


' 
means, in luding posit c working pa 
pe plates | lus ! ! pl 
per pie , Arh ui pie 


The diazo proce pro des both fast 


ind inexpensive copying of material of 
ill ty pe including large blueprint: 


letterhe ad 
Standard 


ontinuous 


and drawings, urt’ work, 
and ordinary orre pondence 


equipment is «le signed lor 


feeding, so that theoretically there 
no limit to the length of copies which 
an he nace 

Operating speeds are quoted by vari 


ous manufacturer is ranging trom 


to OD teet a minute 4 mode] cle signed 


to opy correspon lence 


{ will produce 
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about 200 copies an hour. 


The cost of materials is usually esti 
mated at about two cents a square foot, 
or between three-quarters and one cent 
for a letter-size copy. 

Operating Notes. The quality of 
copies depends on, among other things, 
the sharpness and opacity of the lines 
of the original. Some inks and pencil 
marks are more opaque than others. 
Blue and purple inks, for example, do 
not usually reproduce as well as black 
inks. Most typewriter ribbons provide 
satisfactory copy for reproduction, but 
clarity can be increased by typing with 
a sheet of carbon paper face up under 
the original, (Orange or yellow carbon 
can be especially useful.) If copy is to 
be prepared by hand, carbon backing 
can improve it, especially if a hard 
pencil or a ballpoint pen is to be used. 
(Ii, on the other hand, it is desired 
to record information on the original 
which should not be transferred to the 
copy, special purple pencils, producing 
lines which allow the passage of ultra 
violet light, can be used.) 

Operating speed should be varied to 
suit the translucency of the original 
and the emulsion speed of the sensi- 
tized paper. If the speed is too high, 
copies will have dark backgrounds; if 
too low, lines will be weak. Operators 
can easily estimate correct speeds after 
a little experience. 


The Manufacturers 

Charles Bruning Co., Inc., 4700 W. 
Vontrose Ave., Chicago 41. Eleven 
models, accepting copy 
from Il to 54 in. wide. Operating 
speeds to 60 tt. a min. One model de 
signed to copy pages from bound books. 
Automatic teed and counter available 
on some models. Reflex film available 
to permit copying opaque or two-sided 
originals on Copyflex equipment, Price 
range: $498.50 to $7,500. 

Copycat Corp., 41. Union Square 
West, New York 3. Three ‘opyline” 
models, taking copy from 9% to 14 in. 


“ opyfle _ 


wide. One model includes facilities 
also for photocopying and “autoposi 
Models are desk top 
size. Price range, $450 to $2,750. 
Ovalid, Div. of General Aniline & 
Film Corp., Johnson City, N.Y. Seven 
“Ozalid” machines, producing copy 
from 9 to 54 in. in width. Designed 
operating speeds, 10 to 40 ft. a min 
Some models designed for desk top use. 
Positive working offset plates available. 
Price range, $410 to $7,300. 
Paragon-Revolute Corp., 117 South 


‘a 


tive” copying 


ta, i = ES SRS SR ee I Gs ee 


fve., Rochester, N. Y. Several “Revo- 
lute” models, of large size, for copy 
from 42 to 54 in. wide. 

The C. F. Pease Co., 2001 W. Irving 
Park Rd., Chicago \8. Several large 
models, designed for copy up to 54 in. 
in width. 

Peck & Harvey Mfg. Corp., 5650 N. 
Western Ave., Chicago 45. Two “Copy 
master” models with copy width ca 
pacities to 20 in. Operating speeds to 
10 and 30 ft. a min., respectively. 
Available in floor or table models. Also 
one “PortoPrinter” (a portable model). 
Price range (large models), $1,195 to 
$1,295. 


FACSIMILE 


The Process 

Theory. The facsimile process de 
pends on the fact that light entering a 
photoelectric cell can be made to send 
out an electric current the strength of 
which is controlled by the amount of 
light. 

In a typical machine, original ma 
terial is wrapped about a revolving cyl 
inder. Simultaneously, a special sheet 
which will become the final copy is 
wrapped around a second cylinder. The 
two cylinders may be installed as part 
of the same unit, or they may be lo 
cated in separate machines, and, in 
fact, may be many miles apart. 

The two cylinders rotate in synchro 
nization. Accessory to each, and also 
moving in synchronization, are two 
mechanisms moving slowly from one 
end of each drum to the other on feed 
screws. One of these (in the copying 
unit) carries a device for reflecting a 
beam of light onto the original mate 
rial and back into the photoelectric 
cell; the other carries a stylus. 

The combination of the two move 
ments (the rotation of the drum and 
the lengthwise movement of the light 
beam or stylus) causes the light or the 
stylus to describe a track around the 
drum in the form of a gradual spiral. 
When the lengthwise movement has 
been completed, the light (or stylus) 
has scanned the entire surface ol the 
drum 

The amount ol light entering the 
cell, as has been pointed out, governs 
the strength of an electrical current 
sent out by the copying unit. This cur 
rent is transmitted to the stylus of the 
receiving unit, where its effect is to 
burn a series of minute holes in the 
copy paper, the degree of the burn 
(and of the darkness of the mark pro 


duced) varying with the current. 


tecause both units are synchronized, 
therefore, dark areas on the original 
cause the current to burn areas of cor 
responding darkness in the same loca 
tion on the copy sheet. By this means, 
the original material is reproduced. 

This process is often used to trans 
mit telegrams between a telegraph office 
and the desk of a subscriber to such a 
service, and may be included in a var- 
iety of communications systems. Cop 
ies may be sent to more than one 
station at a time. 

Characteristics. As a duplicating 
method, the facsimile process has sev 
eral uses. It can produce single copies 
in the manner indicated above. Or, 
used with the appropriate materials, it 
can create stencils for use with conven 
tional stencil duplicators, masters for 
offset, gelatin, and spirit duplicators, 
and translucent copies for use with 
diazo process copying equipment. 

It is not a high-speed process when 
used to make single copies (which re 
quire about three minutes), but as a 
means of preparing stencils or masters 
for long-run duplication methods, it is 
considerably faster (about six minutes) 
than manual preparation would usually 
be. Moreover, it can copy material that 
would be impossible to duplicate on a 
stencil or master, except by means of 
some other copying process adapted 
for the purpose. Thus, halftones, draw 
ings, art work, letterheads, and the like 
can be transferred easily to masters and 
stencils, in addition to conventional 
typewritten or handwritten matter. 

Single copies cost about 4% cents, 
offset masters about 20 cents. 

Operating Notes. As is true of all of 
the copying processes, a final copy can 
be no better than the original. Thus, 
care should be taken that the original 
material is clear and sharp. Typewriter 
ribbons should be clean and _ black. 
Good copy can be produced by typing 
directly through a sheet of carbon pa 
per; or the copy may be backed up by 


a sheet of carbon face up. 


The Manufacturers 

{ddo Machine Co., Inc., 145 W. 57th 
St., New York 19. “Roneo-Tronic” is 
a stencil-cutting machine. 

tir Associates, Inc., Electronic Equip 
ment Div., Teterboro, N. |. “Ele 
tronic Messenger” is about the size of 
a typewriter. Several models offered 
Can be interconnected by wire or mi 
crowave facilities. 

Bohn Duplicator Corp., 444 Fourth 
fve., New York 16. “Electro-Rex,” a 
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Simplest copy control ever... 


it’s the DIAL THAT DOES IT! 


ALL-PURPOSE’ 
COPY MAKER 


IT'S THE BRAND NEW 
ApECcO Mh | af 
’ DIAL-A-MATIC 


Now get copies of anything written, printed, typed, drawn, photographed 
or blueprinted. All copies made the same easy way right in your own office. 


Here is the one copy maker that fulfills all copying requirements of offices 
large and small. The new Apeco Dial-A-Matic Auto-Stat offers hundreds 
of money and time saving uses. It is so low cost it pays for itself in less 


than a year...even when less than 5 copies a day are needed. It's fast, 
economical, and so easy to operate with revolutionary finger tip dial 
control. It’s light weight .. . compact to fit on the corner of any desk and 
styled in gleaming mirror finish stainless steel... free lifetime service 
guarantee. 


"IT'S ALL-PURPOSE 


Copy any color, opaque or trans- 
parent original printed on one or 
both sides. Make copies up to 15" 
wide, any length! Anything on the 
original must ap- 
pear on the error- 
free, permanent 
and legally ac- 
cepted Apeco copy 


Styled by 
Charles €. Jones & Assoc 


American Photocopy Equipment Co. (Dept. OM- 36) 
1920 W. Peterson Ave. 
Chicago 26, til. 


Have you read this 
NEW BOOKLET? 
Mail this air mail postage 
paid card for your 
FREE 
BOOK 


Rush me, without obligation, your free booklet 
on new Apeco Dial-A-Matic Auto-Stat copying 
I understand this factual report will show me 
how I can improve the efhciency of my business 
as well as increase work output 


Name 


Address 


State 


134 Park Lawn @4_ Toronto Oat 
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COPY ANYTHING 
AUTOMATICALLY 


New FREE booklet 


tells you how! 


Your free copy of this new booklet is packed with 
pictures and details about this revolutionary new 
copying method, Tells what Apeco Dial-A-Matic 
Auto-Stat copies are and how you can use these 
copies in your business. You, as well as every ex- 
ecutive member of your staff, should read this 
worthwhile informative, factual report on this 
important new copy maker. You will find out 
how you can save time and money by speeding 
production, by cutting costly ofhce paper work, 
by expediting shipping and receiving and hun- 
dreds of other ways to increase the efficiency of 
your business. 
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FIRST CLASS 
Permit No 26670 
(Sec 4 9P LAER) 
Chicago 26. Ili 


BUSINESS 
Nee 


ge tlomp y if mailed in the United Stetes 


REPLY CARD 


5¢—Postage will be paid by— 


AMERICAN PHOTOCOPY EQUIPMENT CO. 


1920 W. Peterson Ave. 
Chicago 26, Il. 
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desk-top model, is designed specifically 
for preparing stencils and offset plates 
by the facsimile method. Maximum 
size of printed area, 7% by 13 in. 
Price, $1,750. 

Stenafax Div., Times Facsimile 
Corp., Biltmore Arcade, Madison Ave. 
at 43rd St., New York 17. Two “Steno- 
fax” models, for making single copies, 
stencils, and offset, gelatin and spirit 
masters. Maximum size of printed area, 
8Y% by 14 in. Prices, $1,750 and 
$1,800, f.0.b. New York. 

Western Union Telegraph Co., 60 
Hudson St., New York 13. “Intrafax” 
and “Deskfax” equipment, while de- 
signed primarily for communications, 
has duplicating applications and can 
make single copies, and offset and hec- 
tograph masters. 


PHOTOCOPY 
The Process 

Theory. The principles of photogra 
phy have been adapted to office copying 
machines in a variety of ways. These 
include the following: 

(1) The so-called “transfer” process 
used in most small office photocopiers. 
In this method, the material to be cop- 
ied is placed face to face with a sheet 
of sensitized paper and exposed to light 
in a unit called a “printer.” The light 
is directed through the sensitized paper 
to the original. Dark areas on the 
original absorb the light, while the 
light areas reflect it back to the sensi 
tized paper. (This technique is known 
as the “reflex’’ method, as opposed to 
the “direct” method, in which light 
passes through the original to the sensi 
tized sheet.) 

Wherever this reflected light strikes 
the sensitized paper, a chemical re- 
action occurs. The paper will turn dark 
on developing. Like any negative made 
by the reflex method, it is reversed 
(reading from right to left, that is); 
the system is designed so that a right 
reading posit ve can be produced from 
it in one more step. 

After exposure in the printer, both 
the original and the sensitized negative 
are removed from the unit. In most 
machines, they eme rye automat cally 
through a slot. The original takes no 
further part in the process. The sensi 
tized negative, however, is placed face 
to face with another sheet, so treated 
chem cally that it in take a black-on 
white image from the negative upon 
being pro essed The two sheets are 


inserted in a develo unit, where 


ping 
they pass through a chemical solution. 
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As they leave the machine they are 
pressed together, face to face. When, 
after about fifteen seconds, the sheets 
are peeled apart, the second sheet has 
received the image of the original ma- 
terial in positive, right-reading form, 
and the negative is discarded. 

This final copy is normally slightly 
moist, but will dry quickly. Copies 
made by this process are generally re 
ferred to as “dry,” by way of dis- 
tinguishing them from copies made by 
more conventional photographic meth 
ods which produce damper copies. 

The basic equipment required is a 
printer (for exposing) and a processor 
(for developing). These may be com 
bined in one machine, or they may be 
obtained separately. Printers may be 
designed so that the original material 
is fed into them and passed mechan 
ically by means of rollers before the 
light source; such units cannot copy 
pages from bound material. Where 
bound pages are to be copied, a “flat 
bed” printer must be used. 

Equipment of this type can usually 
be operated under normal office light 
ing conditions. 

The Verifax process, which is sim 
ilar, is described separately. 

(2) “Autopositive” methods, in 
whic h only one sensitized sheet is used. 
The copy paper normally used pro 
duces a black-on-white copy. It may 
be exposed by either the direct or the 
reflex method. If the original is one 
sided and is reasonably translucent, the 
copy paper is placed face up under 
the original and exposed so that light 
passes through the original to the sen 
sitized sheet (the direct method). This 
produces a right-reading copy. If the 
original] 1s two-sided, or too opaque 
for direct exposure, it is placed (now 
face to face with the sensitized sheet) 
so that light passes through the copy 
paper to the original, where the light 
areas reflect light to the sensitized 
sheet, as in the transier process. The 
printing, however, is reversed. If a 
right-reading copy is required, this 


copy is treated as an original and is 


© Like the copying processes, the du- 
plicating processes each have their spe- 
cial qualities and uses. Representative 
are these machines. From top to bot- 
tom, a gelatin duplicator; an Azo- 
graph machine; two types of «spirit 
duplicators, a  twin-eylinder stencil 
model, and a systems machine of the 
spirit type. (Pietures by courtesy of 
Heyer, A. B. Dick, Master Addresser, 
Old Town, Gestetner, and Copy-Craft.) 
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processed with a new sensitized sheet 
to obtain the final copy. 

As a result of a recent development, 
however, it 1s possible to obtain right- 
reading positives from two-sided and 
opaque material, using only one sen 
sitized sheet. In this process, the copy 
paper is placed face up over the origi 
nal and exposed with the coated side 
toward the light. An intervening sheet 
of semi-translucent plastic, however, 
shields the coating in such a way that 
it is affected only by light reflected 
from the original material. 

(3) The use of a standard copying 
amera, In this process, the original 
material is photographed through an 
optical system which usually includes 
i prism so that the sensitized sheet re 
cives a right-reading image. The 
usual copy so produced is a negative, 
but it 1s usable, since it is not reversed. 
If a black-on-white copy 1s desired, it 
may be obtained by reprocessing the 
first copy, treating it as if it were the 


or ivinal material, 


This method has the great virtue 
that it allows for enlargement or re 
duction of the material being copied 
Che equipment is bulkier and more ex 
pensive than other types, and the 
prints must be allowed to dry before 
use, but the process has much greater 
versatility, 

Characteristics, Photocopying meth 
ods provide clear and exact copies of 
original material of all types. While 
the customary copy is black on white, 
it 1s possible to use colored paper, mak 
ing feasible certain systems of color 
coding. Copies may also be made on 
transparent or translucent film, for use 
in diazo process copying equipment. 
Moreover, it has become possible dur 
ny the last year to expose photocopy 
paper or translucent vellum in diazo 
equipment, using a yellow filter; the 
exposed paper is then processed as 
usual in the processor used for normal 
photocopying. The reflex method is 
used 

Photocopies are the same size as the 
original material, unless a copying cam 
era is used, Single copies normally re 
quire from 30 to 60 seconds apiece to 
prepare and cost from eight to ten 
cents each. ( \utopositive copies, when 
only one sensitized sheet is used, cost 
trom tour to five cents apiece.) 

Operating Notes, The operator must 
earn to gauge the exposure required, 
which varies with the copy. This abil 
ity is easily acquired with a little ex 


perience, and the manufacturers offer 
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clear instructions on this point. Under- 
exposure produces an overly dark copy; 
overexposure Causes bleac hed copy. Un- 
less an automatic feed is used, care 
should be taken to feed the copy sheets 
into the processor at an even speed, to 
avoid uneven development and or 
wrinkling. 


The Manufacturers 

1merican Photocopy Equipment Co., 
1920 W. Peterson Ave., Chicago 26. 
Ihe Apeco line includes four “Auto 
Stat” models equipped to copy material 
with printed areas from 9 by 15 in. to 
1% by 22 in. Some machines can copy 
lrom bound books, and portable equip 
ment is available. Price range, $237.50 
to $395. 

Inken Film Co. Inc., Newton, N. |. 
“Anken Processor” is de signed to make 
dAutopositive copies by either direct or 
reflex method. 

Copease Corp., 270 Park Ave., New 
York 17. “Copease ’ line includes print 
ers, processors, and combination mod 
els, in addition to a unit lor making 
positive and negative offset plates. 


Some printers take copy to 14 in. wid 


and of any length; others, of flat-bed 
type, take copy to 8% by 14 or 18 by 
5 in., depending on unit. Price range 
$119.50 to $434: platemaker, $590. 

Copycat Corp., 41 Union Square 
West, New York 3. The line includes 
both transfer-type photocopying equip 
ment and “Auto-Processor” models for 
making autopositive copies. Maximum 
copy width varies from 9 to 18 in., 
length unlimited. Some models can 
make copies from microfilm readers 
Price range, $198 to $695. 

Copy-Craft, luc., 105 Chambers St 
Vew York 7. Several models in “Photo 
rapid” line, including a special com 
bination of a flatbed printer and 
processor. 

Cormac Industries, Inc., 80 Fifth 
Ive., New York 11. Fight “Cormac’ 
line models, taking copy 81% by 14 in 
to copy 14 in. wide and of any length 
One model can copy from bound ma 
terial. Another ts portable and has a 
carrying case. Prices, $249 to $419. 

Duophoto Corp., 236 Fifth Ave 
New York 1. New “Duomatic” ma 
chine can mak right re aiding autoposi 
tive copies In one step trom two-sided 
and opaque material. Drying unit used 
to produce dry copies. Flat-bed and 
rotary-teed printers available. Prices 
printer, $300; processor, $345. Also 
“Duoprinter” units of the transfer type: 


flatbed printer available. Price, $179.50 


Eastman Kodak Co., 343 State St., 
Rochester 4, N. Y. See “Verifax” proc- 
ess. 

Filmsort, Inc., 30 S. Pearl St., Pearl 
River, N. Y. 
copies from microfilm. 

Fletcher-Freeman Corp., Muilford, 
N. H. “Windsorkam” photocopy cam 


Equipment for making 


erTrds. 

Formfoto Mfg. Co., 3715 Milwaukee 
Ave., Chicago, “Photo Master” line of 
photocopying equipment. 

General Photo Products Co., Inc., 15 
Chatham, N. ]. Four 


“Tru-Copy-Phote” models, taking copy 


Summit Ave., 


with printed areas from 814 by 14 to 18 
by 24 in. Line includes manually op 
erated model and flat-bed printer. 
Automatic feed available. Price range, 
$85 to $375. 

Gestetner Duplicator Corp., 50 Me 
Yonkers 5, N. ¥. While 


not a photocopier, the “Photoscope” 1$ 


Lean Ave., 


designed to copy all types of materials 
onto stencils for subsequent long runs 
by conventional stencil duplicators. 

The Haloid Co., 256 Haloid St., 
Rochester 3, N. Y. “Foto-Flo” equip 
ment uses copying camerfra, and 1S Cap 
able of enlarging and reducing. Fea 
tures include print conveyor system, 
time controls governing developing, 
etc, “Rectigraph” models also oflered. 

Hunter Photo Copyist, Inc., 566 
Spencer St., Syracuse, N. Y. “Hecco 
kwik” line of transfer-process units in 
cludes a flat-bed printer and a portable 
model, among others. Also offered is 
a movable photocopy booth for light 
protection and “Transhade”’ plastic (for 
filtering out ultra-violet rays) for in 
stallation in windows and over fluores 
cent lights. 

F. G. Ludwig, Inc., 650 Coulter St., 
Old Saybrook, Conn. “Contoura-Con 
stat” equipment of three sizes, taking 
copy trom 8 by 10 to 14 by 18 in. Units 
are portable and have carrying cases. 
Printers can copy from bound books. 
Price range, $171.35 to $311.25. New 
acetate clear film positive is used as 
master with positive working offset 
plates. 

Microlex Corp., 1 Graves St., Roches 
ter 14, N. Y. 


| 
original-size black-on-white copies of 


Equipment for making 


micro-images (microfilm images print 
ed on opaque cards). Price, $100. 
Peerless Photo Products, Inc., Shore 
ham, Long Island, N. Y. “Dri-Stat” 
equipment includes models accepting 
copy 14 in. wide and of any length. 
New feature on some models is auto- 


matic feed to processor section, to per- 
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...written just once 


From first step to final record, all copies you 
require in order-processing are reproduced from 


just one original — with Oczalid. 


Salesmen write their orders on translucent orde: 
forms. In seconds, Ozalid turns out color-coded 
copies for customer confirmation, inventory, 


production, shipping, accounting, invoicing. You 


save all the time it takes to retype, recopy or 


transcribe any number of copies. 


ENDS ‘‘REPEAT WRITING’’ 
Ozalid ends ‘‘repeat writing” throughout your 
business. In every operation—sales, purchasing, 
production, accounting, engineering —Ocalid 
reproduces multiple copies without rewriting. 


bFirm 


c ity 


A Division of General Aniline & Film Corporation: in Canada, Hughes Owens Company, Ltd., 
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C) Accounting 


» () Engineering 


Ozalid will make copies of anything written, 
printed, typed, or drawn on any paper that 
transmits light. Every copy is completely dry, 
ready for instant use — without stencils, inks, 


negatives, or fluids 


LOWEST COST PER COPY 


A letter-size sheet of Ozalid paper costs you 
less than a penny. And only O7zalid gives you 
copies on so many materials, in so many color 


combinations, without messy fluid changes. 


Save the high cost of duplicate writing in your 
business. Let your nearest Ozalid representative 
tell you how. His number’s in the phone book, 


or send coupon below for more information. 


OZALID” 


DIRECT See ereae 
JCY, 


Order-lavoicing Purchasing 


() Production Control ) Keceiving 


Postion 


State 


Montreal 


Inquiry Coupon on Page 104 
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Ozalid, Dept. K-3, Johnson City, N. Y. 
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mit even feeding and processing. Flat 
bed printers also available. Price range, 
$165 to $375. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. “Transcopy” line of transfer- 
type equipment includes printers, proc 
essors, and combinations with printing 
areas to 26 by 60 in., or 15 in. wide and 
of any length. “Portagraph” equipment 
makes copies to 42 by 60 in. Also 
“Dexigraph” models (copying cam 
eras). 

Robertson Photo-Mechanix, Inc., 3067 
Elston Ave., Chicago 18. Model 320 is 
a darkroom camera with wide range of 
accessories, including process color 
equipment, holder for exposure of xero 
graphic plates, etc. New “Dial-a-Plate” 
equipment prepares presensitized offset 
plates for office duplicators and other 
offset equipment, 


SMOKEPRINTING 


The Process 

Theory. While “smokeprinting” is 
neither an official name nor an accu 
rate one, the term is often used to de 
scribe a process being developed by 
The Standard Register Co., in which a 
spray (or “smoke,” as it might be 
called) of electrically charged ink is 
passed over an image which carries an 
opposite electrical charge, and, being 
attracted to it, adheres to it to create 
a printed copy. 

The electrical image 1s produced by 
placing the original material in the ma 
chine (called an “Electronic Reproduc 
er’) and, by means of an optical sys 
tem, projecting its image onto an elec 
trically charged glass plate. If the orig 
inal is on film, the light may be direct 
ed through it, in much the same way 
as in a slide projector. If the original 
is opaque, reflex projection is used. 

The glass plate actually is a partition 
between the compartment containing 
the optical system and a printing cham 
ber. The plate is coated on the side 
facing the printing chamber; as the 
image is projected onto the other side, 
it produces an equivalent electrostatic 
image on the coated surface. 

The copy paper is placed against the 
coated side of the glass. (Since the 
printing chamber is light-tight, except 
for the glass, this must be done me 
chani ally: the paper Is in continuous 
form, tor continuous feeding.) 

Simultaneously, a fine spray of ink, 
electrically charged, is directed into the 
printing chamber, The ink particles 
are attracted to the electrical charge on 
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the glass plate, but since the plate is 
covered by the paper, the ink falls on 
the paper to create the printed copy. 

Characteristics. This process produces 
copies at relatively high rates of speed— 
one or more a second. A single original 
may produce an unlimited number of 
copies, or originals may be changed 
continuously. 


The Manufacturer 

The Standard Register Co., Campbell 
and Albany Sts., Dayton \, Ohio. The 
equipment 1s not yet on the market. 


THERMO-FAX 


The Process 

Theory. The Thermo-Fax process, as 
its name suggests, makes use of heat. 
sasically, it works on the principle that 
heat is more readily absorbed by dark 
substances than by light substances. 

In order to use this principle, the 
copy paper used in the process is sensi 
tive to heat, responding by turning 
dark. In order to expose it, a copy 
sheet is placed over the original ma 
terial and exposed to infra-red light. 
The light passes through the copy pa 
per, which is translucent; wherever the 
light strikes dark lines on the original, 
enough heat is generated to affect the 
sensitive coating of the copy sheet, and 
it turns dark in these areas, producing 
the desired copy. 

Two types of equipment are avail 
able. The first to appear on the mar 
ket was of the flat-bed type, in which 
the original and copy sheet are simply 
laid over a glass surface for exposure. 
This method required about 15 seconds 
to make al copy, but has since been 
speeded up. A newer model, which in 
appearance resembles a small office 
photocopier, will produce a copy in 
about four seconds. 

Characteristics. Copies are made on 
a lightweight paper with a somewhat 
wax-like finish. If unusual durability 
is required of the copy, it may be re 
inforced by applying an inexpensive 
back-up paper and processing it in the 
machiae to cause it to adhere firmly 
to the copy. Copies may be made on 
paper of several colors; the paper nor 
mally used is of a buff color. Standard 
copies cost about 44% to 5 cents each 
and are produced at speeds of from 4 
to & seconds each, depending on the 
unit employed. Per copy costs and 
speeds are constant, regardless of the 
number of copies. Copies are complete 
ly dry, since they are never passed 


through a solution of any kind 


Operating Notes. Since the process 
depends on heat absorption, lines must 
be drawn in an ink, pencil, or other 
deposit which absorbs heat readily. 
Standard typewriter ribbons produce 
such lines, as do conventional lead pen- 
cils. Inks are more variable. Carbon- 
base inks reproduce well, some colored 
inks, especially certain blue inks, are 
picked up only faintly, if at all, and 
may be used to record, on the original, 
material not desired on the copy. 

As with most copying processes, the 
length and/or intensity of exposure 
affects the quality of the copy, and pro- 
visions are made to control it. Too in- 
tense an exposure produces a copy with 
dark background, while inadequate ex- 
posure produces a weak copy. Brief 
experience with the unit easily develops 
the ability to gauge the exposure. 


The Manufacturer 

Minnesota Mining & Mfg. Co., 900 
Fauquier Ave., St. Paul 6. One “Sec- 
retary” model, desk-top size, accepts 
copy 8 in. wide and of any length, 
producing letter-size copies in 4 sec- 
onds. Three console models, of flat-bed 
type, make copies up to 8% by 14 in. 
in 8 seconds. 


VERIFAX 


The Process 

Theory. The Verifax process resem- 
bles photocopying in many ways, and 
is, in fact, an adaptation of photo 
graphic principles. However, it differs 
sufficiently to be considered as a sepa- 
rate process, notably in the fact that 
copies can be made on non-sensitized 
paper, like ordinary stationery, and that 
several copies can be made from an 
original with only one exposure. 

As in conventional photocopying, the 
original 1s first plac ed face to face with 
1 sheet of sensitized paper. This sheet, 
however, is referred to as a “matrix,” 
rather than as a negative. The two 
sheets are placed on the glass surface 
of the copier, and light is directed 
through the copy paper to the original. 
This, of course, is the familiar reflex 
method used in most photocopiers. The 
light areas of the original reflect light 
back to the matrix, while the dark 
areas absorb the light. 

Light striking the matrix produces 
chemical reactions in arcas correspond 
ing to the light (background) areas of 
the original. The sheets are then re- 
moved, and the matrix is inserted in a 
developing section of the unit, where 
it 1s processed by an “activator” solu 


tion. As a result, the areas not reached 
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THE NEW COMBINATION 
PHOTO RAPID 


—a completely self-contained 
photo-copying machine — 


COPIES ANYTHING in ONLY SECONDS! 


PHOTORAPID  _ 


Advantages | 


COMBINATION PRINTER AND DEVELOPER IN ONE COMPACT UNIT — You don't need darkroom, trays, 


running water, or special wiring — no special installation of any kind 


COMPACT AND COMPLETELY SELF-CONTAINED — Measures only 20” long x 12” wide and 7” deep. No 


other equipment is needed for your copy work 


COPIES ANYTHING — ANY COLOR — If you can see it you can copy it, and because it is done right in your 


own office it can be kept as confidential as you wish 


REPRODUCES UNDER ANY LIGHT CONDITION — Fluorescent or incandescent lights — no lighting conditions 


whatever have any effect on this instrument 
SIMPLE, SPEEDY OPERATION — Clean, sharp copies in only seconds can be made by anyone in the office. Only 
ONE KNOB to turn. 
SEALED UNIT “KEEPS” SOLUTION LONGER — Unit is closed tight when not in use, preventing spoilage and 
eliminating refilling delays and costs. You get full use of your solution 
NO CORROSION — Non-metallic and specially coated construction 
@ NO CONTACT WITH RESIDUE — Prints are clean because they are never in contact with the bottom of the 


solution where sediment collects. Photorapid’s unique construction specifically prevents 


such contact 


VARIETY OF USES — In addition to copying, Photorapid gives you master transparencies for diazo or blueprint 
use, negatives for offset plates, colored prints, and film 


EXCLUSIVE LIFT-OUT TRAY feature makes clean up 
simple and fast — saves your time and money 


Qe 
SPEED-O-STAT, INC. 1 park prace NEW YORK 7,N. Y. 
Telephone BEekman 3-8727 


THE MULLEN CO. 7120 w. ctarx st. CHICAGO 26, ILL. 
Telephone BRiargate 4-2022 


PACIFIC COPY CORP. 1730.sast nowy ave. EL SEGUNDO, CALIF. 
Telephone ORegon 8-9025 


for FREE 
DEMONSTRATION 
call —— 


ST TTT YT. 


| 
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originally by light take the form of a 


dark dye-like substance which can be 
transferred to another sheet to make a 
copy. The areas touched by light, how 
ever, become “fixed,” and cannot be 
transferred. 

The transfer is made simply by plac 
ing the developed matrix face to face 
with a sheet of non-sensitized paper 
and passing both between squeegee 
rollers. This is done as the matrix is 
removed from the activator; the copy 
paper does not pass through the solu 
tion, Asa result of this contact, a pos 
tion of the dye is transferred to the 
copy paper to produce the final copy. 

There is enough dye on the matrix 

e 
slightly lighter copies are acceptable, it 


to make at least five good copies. If 


is often possible to get as many as ten 
copies from one matrix, 

The process is suited to the copying 
of opaque and two-sided originals, and 
it can take copies from magazines and 
similar bound material. It can copy 
art work, letterheads, and coarse-screen 
halftones, in addition to typewritten 
and handwritten copy. It can make 
two-sided copies, and copies can be 
made on card stock. 

Verifax is designed for use in nor 
mal office lighting conditions, includ 
ing fluorescent lighting. 

As a result of a development intro 
duced during the last year, the Verifax 
process can be used to make offset plates. 
\ special adapter is used. About one 
minute is required to prepare the plate. 

Characteristics. Since the copy paper 
is non-sensitized, it can be written on 
and handled like ordinary stationery. 
Copies are black on white. Where sev 
eral are made from one matrix, each 
successive copy is slightly weaker than 
the one preceding. Copies are the same 
size as the original. The first copy re 
quires about 50 seconds, but subse 
quent copies are produced very quickly, 
and three or more can be made in a 
minute, 

A single letter-size copy costs about 
9 cents, a legal-size copy about 12 cents. 
Additional copies made from the same 
matrix cost about one-quarter and one 
third of a cent each, for letter- and 
legal-size material respectively. 

Operating Notes. Correct exposure 
is an important factor in getting good 
copies, as with all copying processes. 
The exposure can be varied as needed, 
Overexposure produces copy that is 
too light; underexposure produces dark 
copy with characters filled in or with 
excessive background shading. The 
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ability to estimate correct exposure set 
tings is easily acquired. Matrix sheets 
should not be exposed too long to office 
light, since this exposure may affect 
the final copies. 


The Manufacturers 

Eastman Kodak Co., 343 State St., 
Rochester 4, N. Y. Two “Verifax Cop 
iers,” one taking copy to 84 in. by I] 
in., the other taking 8% by 14 in. ma 
terial. Prices, $240 and $395. Adapter 
for making offset plates, $60. 

Photostat Corp., Industrial Trust 
Bldg., Providence, R. 1. Line of “In 
stant Copiers;” an adapter for making 
offset plates is also available for use 
with the equipment. 

Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y. While Polychrome 
does not make Verifax copying equip 
ment, it offers adapter units for mak 
ing offset plates from Verifax matrices. 
The units can be adapted to either the 
Eastman or Photostat models. 

Recordak Corp., 444 Madison Ave., 
New York. Distributors of Eastman 
“Verifax Copiers.” 


XEROGRAPHY 


The Process 

Theory. Xerography is a process em 
ploying a basic principle of electric‘ty. 
The image of material to be copied is 
transtormed into an electrical image 
ona plate and the image 1s exposed to 
a dye-forming powder having an op 
posite electrical charge. The attraction 
of unlike charges for each other causes 
the powder to be drawn to the plate to 
create a loosely-held powder image 
transferable to a copy sheet. 

In order to form the electrical image, 
the original is placed in a camera 
(which may, or may not, be capable 
of enlarging or reducing the image 
size.) Light is projected from the orig 
inal onto a coated plate which has pre 
viously been given a positive charge. 

Light falling on the plate cancels this 
charge. Thus the charge is cancelled 
iN areas corresponding to the white, or 
background, areas of the original. The 
remaining 


areas, which retain the 


charge, form an electrical image of the 
original, 

The plate is then inserted in a devel 
oping tray and a dark resinous powder, 
negatively charged, is passed over it. 
The powder adheres to the charged 
areas of the plate, creating a visible 
image. 

A sheet of positively charged paper 
is then placed over the plate. The new 


charge is great enough to attract the 
powder (or a portion ot it) away trom 
the plate to the copy sheet. Since the 
powder is not yet permanently afhixed, 
the sheet is placed in a “fuser” for a 
few seconds. Here heat is applied, and 
the powder is fused permanently. 

Once the powder image has been 
formed on the plate, it is possible to 
obtain as many as eight copies from 
the one charge before the powder sup 
ply has been exhausted. These may in 
clude a paper offset master. 

It is possible to make masters for 
several other duplicating processes by 
means of xerography. These include 


offset paper masters; pre sensitized, 
positive-working, metal offset plates; 
spirit masters (using the new “Flo-Set” 
unit as an accessory); and translucent 


copies for use in diazo equipment. 


Copies can be made of all types of 
originals, including halftones, art work, 
drawings, and typed or handwritten 
material, The originals can be opaque 
and two-sided. 


Characteristics. Single copies are 
generally black on white, but a wide 
variety of copy paper, including card 
stock, can be used. Copies may be the 
same size as the original, but some 
equipment enlarges and reduces. Cop 
ies are completely dry, for no solution 
is used in the process. 


The time required to make a single 
copy is about three minutes, but when 
multiple copies are made from one ex 
posure, the process is much faster. 
Single copies are estimated to cost 
about nine cents, offset masters about 
12 cents. 


The Manufacturer 

The Haloid Co., 256 Haloid St., 
Rochester 3, N. Y. The “XeroX” line 
includes several units. Cameras are 
available to prepare plates from 8% by 
13 to 12 by 18 in. in size. One camera 
makes same-size copies, another can 
reduce 50 per cent and enlarge to 150 
per cent of original size. A complete 
installation requires a camera, a fuser, 
and a processor (for charging the 
plates and for transferring the image 
from the plate into permanent form). 
Accessories include a “tone tray” for 
copying halftone and line subjects, the 
“Flo-Set” unit for making spirit mas 
ters, a vapor fuser for making positive 
working metal offset plates, and an 
easel attachment for the enlarging cam 
era. Equipment is either rented or sold. 
Rentals of outfits range from $80 to 
$500 a month. 
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NEW Ay O- eed 
y DRI-STAT 


makes photocopy processing automatic! 


now photocopying is EASIER 
BETTER 

FASTER 

LOWER COST 


Auto-Feed is the only real advance in photocopying since the Peerless 
“Bright-Light” system took the photocopyer out of the closet and put it 
on the office desk. 


With Auto-Feed, automatic fingers take the photocopy papers from 
your hands and feed them through the processor at precisely the correct 
speed. You cannot make an error. Positive and negative sheets are 
mechanically locked together to assure perfect registration 

Exposure settings are much less critical because development is guar- 
anteed along the entire length of the sheet. And you get many more copies 
in less time because you can expose one set of prints while the Dri-Stat 
is automatically processing another. 

Like all Peerless Dri-Stat machines, the new Auto-Feed copies 
more things better than any other photocopyer. Letters, charts, drawings, 
clippings, half-tones, colored inks, pencilled notations are reproduced 
with photographic accuracy. 

The new Auto-Feed is available in a combination printer and 
processor, Or aS a processor alone. Your Peerless distributor will be 
pleased to demonstrate the Auto-Feed or the Standard Dri-Stat right in 


your own Office...and in your normal office light. 
Ask us to prove it/ 


p------+------- 


PEERLESS 
a 
DR/-STAT 


PEERLESS PHOTO PRODUCTS, ING 


~ 
Shoreham, Long Island, N. Y | 
| 
| 
| 
| 
| 
| 
| 


I would like to see the Dri-Stat Auto-Feed operate in my 
own office under my normal office lights. Please have your 
nearest distributor call me for an appointment 


litle 
Company 


Street 


| Name 


City Zone State 


| oma 
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Du plicating 
Processes 


AZOGRAPH and 
CHEMOGRAPH 
The Processes 

Theory. The Azograph and Chemo- 
graph processes, while not identical, 
have enough in common from the 
standpoint of the user that they are 
listed together here for convenience. 

Both methods were developed as an 
answer to the complaint that conven- 
tional spirit duplication methods are 
not easy to use without running the 
risk of staining hands and clothes. 
They resemble spirit duplication in 
many ways, and may be looked upon 
as roughly equivalent in use. 

As in spirit duplication, a master 
must be prepared. The master is a 
coated sheet of paper to which either 
an Azograph transfer sheet or Chemo- 
graph carbon has been attached. This 
sheet corresponds to the purple carbon 
of the spirit process, but it is a light 
brown in color and is waxy to the 
touch. It is placed with its coated sur- 
face next to the back of the master. 

The master is prepared by typing on 
its face, or by writing or drawing with 
any firm writing instrument. Wher- 
ever pressure is applied, the reverse of 
the master picks up a portion of the 
waxy substance. 

The master is then placed around 
the drum of the duplicating machine. 
The drum rotates, and as it does so the 
copy paper is fed into contact with it. 
Each sheet is moistened with a color 
less solution as it enters. When the 
paper, the solution, and the master are 
brought together, chemicals combine to 
produce a blue or black dye, a portion 
of which is transferred to the copy 
sheet. 

The significant point is that the dye 
is not actually formed until both the 
master and the copy sheet are inserted 
into the machine. The master, the 
transfer or carbon sheet, and the copy 
paper, are therefore clean to the touch. 

The two processes are distinguished 
from the spirit method, however, in 
that the latter employs aniline dyes; the 
former uses azo dyes. 

Characteristics. Copies are dark blue 
(Azograph) or black (Chemograph) 
and are usually made on white paper. 
By using the transfer sheet together 
with spirit process carbons of different 
colors, in making the master, it is 
possible to obtain copies in several col- 


o4 


ors, and the paper color can be varied. 
(The solution used is also usable with 
spirit masters. ) 

Copies become successively fainter as 
the run continues, The feasible limit to 
the length of a run is considered at 
between 100 and 125 copies. The op- 
erating speed of most equipment is 
about 100 to 120 copies a minute. 

Operating Notes. As with the spirit 
process, masters for these processes 
should be cleanly typed, with an even 
touch, Variations in operating speed 
may affect the quality of copies. 


The Manufacturers 

A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 3\. “Azograph” line includes 
a manual and an electric model, taking 
copy with a printed area to 8% by 1314 
in. Prices, $217 to $583, approximately. 

Ditto, Inc., 2243 W. Harrison St., 
Chicago 12. “Chemograph” models 
(one manual, one electric) make cop- 
ies with printed area to 8'4 by 13% in. 
Electric model has automatic feed and 
counter, Prices, $223.65 to $420.68. 


GELATIN 
The Process 


Theory. The gelatin process is some- 
times known as the hectograph process. 
Chemically it resembles the spirit pro- 
cess in that it makes use of aniline dyes. 
There are mechanical differences, how 
ever, 

Whereas in the spirit process a mas- 
ter is prepared by typing or writing 
on a sheet of paper with the carbon 
face up under it, in the gelatin process 
two steps are required. If a hectograph 
carbon is used, it is placed face down 
on top of the master. The master is 
actually what might be called a carbon 
copy. Typing or writing therefore 
produces a “right-reading” master on 
which the material appears as deposits 
of dye. The same effect may be ob 
tained by writing or drawing directly 
on the paper with a hectograph ink, 
crayon, or pencil. 

The master is then placed face down 
on a flat gelatin surface. It is left there 
for a short interval (up to about 40 
seconds). The dye is thereby trans 
ferred to the gelatin, producing a re 
verse-reading copy. This gelatin, which 
is usually cloth-backed so that it may 
be handled conveniently, now becomes 
the master from which final copies are 
taken. Copy paper is brought into di- 
rect contact with it and a thin layer 
of the dye is transferred to it, making 
the final copy. 


Each copy removes a smal] portion 
of the dye, but the original dye de- 
posit is sufficient that from 50 to 100 
copies can be made from it. If not 
used at once, the dye gradually sinks 
into the gelatin, and the gelatin, there- 
fore, can be used again in about 24 
hours. 

The mechanical means of bringing 
copy paper into contact with the gel- 
atin may be of two types. In the sim- 
pler method, the gelatin surface is 
simply stretched across the bed of a 
flat-bed machine and the paper is laid 
on top of it. The gelatin is usually 
in the form of a roll, permitting it to 
be advanced as needed. In the other 
method, the gelatin is placed around 
the drum of a machine, much as a mas 
ter would be fastened to the cylinder 
of a spirit duplicator. In this rotary 
type, copy paper is fed into the ma- 
chine as the drum rotates. 

Characteristics. Copies are normally 
purple on white. However by using 
carbons, ribbons, or pencils of differ- 
ent colors, as many as eight different 
colors can be produced. Any or all 
may be used together on the same mas- 
ter. Purple, however, is considered to 
give the most satisfactory printing re- 
sults, 

In the usual run, 50 good copies are 
easily made, and as many as 100 can 
be obtained with care. The cost per 
copy is very low, being only a small 
fraction of a cent on a typical run. 

Operating speed depends on the type 
of equipment. A flat-bed machine can 
make 10 or more copies a minute; 
operator skill is a major factor, A 
rotary duplicator may make as many 
as 75 copies a minute. 

Operating Notes. The gelatin pro 
cess, like other transfer processes, re- 
quires a clear, even impression on the 
master in order to make copies of 
optimum quality. Letters and other 
characters should be firmly typed or 
written (periods and commas, for ex- 
ample, struck more lightly than con- 
ventional letters, heavy letters such as 
“m” and “w” struck more heavily). 
The typewriter keys should be clean. 
Quality of copy paper also affects the 
quality of the copy. For easy operation, 
the gelatin surface should be moist. 
Sponging lightly with water prevents 
difficulty in removing copy paper, but 
an excess of water should be removed 
with a sponge that is squeezed dry. 


The Manufacturers 
Autocopy, Inc., 12150 S. Peoria St., 
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One minute ts all it takes 


... to make 5 photo-exact copies of any record for 242¢ each. 
Letters, news clippings, pencil or ink records . . . even carbon 
and spirit duplicator copies can be reproduced by anyone in 
your office. No change in your present room lighting! 


... to make a translucent “whiteprint master” for L0¢. No time 
lost, now, when you wish to produce quantities of blueprints or 
whiteprints from opaque or two-sided material. 


...to make an offset plate for less 
Mee 4 than 20¢. Now you can “go to 


press” in record time and at a new 


low cost. No time out or shut- 
down when you shift from docu- 
ment copying to platemaking, or 
vice versa. 


Now... more versatile than ever 


Sce how thousands of offices 
Thanks to Kodak research and devel- are using Verifax Copiers today 
opment, the Verifax Copier now makes photo- 
exact copies at a new low cost . .. does jobs which 
never before were within the scope of office-copy 
equipment. 


Valuable tips for boss, secretary 
and office staff —based on actual 
case histories—are listed in new 
free booklet. For example — 

Large office or small, you'll find a hundred and 


; . e How to answer letters without dictation and typing 
one uses for this completely different 3-in-1 {: 


i ' . e How to eliminate “I quote” memos e How to keep 
copier. Chances are your savings the very first hot sales leads from turning cold e How to stop run- 


month—on retyping and proofreading alone — ning out of copies e How to end slow one-copy rout- 
will exceed its low cost. ing e How to conduct better meetings 


Prices quoted are subject to change without notice 


: EASTMAN KODAK COMPANY Business Photo Methods Division 
ieetad Rochester 4, N. Y 

Gentlemen: Please send me a free copy of “New Time-Saver 
New Idea for Every Office” and names of near-by Verifax dealers 


Name Company 


Position — Street 


City 
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Chicago 43. Information on current 
models not available at press time. 

Columbia Ribbon & Carbon Mfg. 
Co., Inc., 551 Herb Hill Rd., Glen 
Cove, L. 1., N. Y. Portable duplicators 
of the flat-bed type, manually operated, 
for letter. and legal-size copies. 

Ditto, Inc., 2243 W. Harrison St., 
Chicago 12, Ditto has for many years 
manufactured a line of flat-bed and 
rotary machines. The line has recently 
been discontinued, but because of its 
importance in the field, it is mentioned 
here for reference purposes, 

Fletcher - Freeman Corp., Milford, 
N. H. “Embassy” line of gelatin du 
phic ators. 

Graphic Duplicator Co., 473 Broad 
way, New York 13. No information 
on current models available at press 
time. 

Hecto Products, Ine. (formerly Hee 
tographia Corp.), 110 W. 17th St., 
New York \\. Metal tray duplicators; 
also the “Eveready” and “Magi Copy” 
lines. 

The Heyer Corp., 1850 S. Kostner 
Ave., Chicago 23, “Efficiency” line in 
cludes 15 manually-operated models, 
taking copy from 6% by 10 to 12 by 
18 in. Price range, $2.75 to $57.50. 

Smith Corona Inc., 701 E. Washing 
ton St., Syracuse, N. Y. “Vivid” line 
of manually-operated duplicators. 

OFFSET 
The Process 

Theory. The offset process depends 
on the familiar fact that grease and 
water repel each other. It makes use 
of a master which is receptive to both 
water and grease. The desired message 
or unage Is prepared on the master in 
the form of greasy lines. The plate is 
exposed to water, which is repelled by 
the written material but which is held 
by the “white” areas. It is then exposed 
again, this time to an ink which, being 
greasy, adheres to the greasy lines but 
does not deposit on the moist areas. 
As a result, the image appears in the 
form of inked lines on the plate, and 
the plate thus can be used for print 
ing—although, in practice, it prints on 
a blanket cylinder which, in turn, 
prints on the copy paper. 

‘Many masters are of paper, and may 
be inserted into a typewriter like any 
sheet of copy paper. They are typed 
upon in the normal manner, although 
to obtain good copies it is important 
that a typewriter ribbon be used which 
has the proper attributes. Carbon de- 
posits from such a ribbon are of a 
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greasy nature, They are theretoce 
water-repellent, which is the first re 
quirement, 

It is not necessary, of course, to use 
a typewriter. Material may be placed 
on a master with any writing, draw 
ing, or printing instrument which can 


make lines of the required greasy 


g 
character. 

In addition, masters and plates may 
he made by a variety ol other methods. 
Photographic principles have long been 
employed to prepare offset plates, and 
such photographic equipment, often in 
simplified form, is available for use in 
the office. The development of pre 
sensitized plates has simplified the 
process. 

Offset plates can be prepared by the 
use of xerographic equipment, on diazo 
process copyin, machines, by means o} 
the Verifax process (using an inexpen 
sive accessory unit), and by the use of 
facsimile equipment. Film positives for 
use as masters with positive working 
offset plates can also be made on photo 
copying equipment, 

By these means, the offset process 
can be made to reproduce halftones, art 
work, written, typed, and drawn ma 
terial of all types. 

In addition, masters can often be 
made quickly from existing masters. 

The master, or plate, however pre 
pared, is placed around the rotating 
cylinder of the duplicator. As it ro 
tates, it passes under rollers which ac 
complish the following steps in suc 
cession: 

(1) The master is moistened with 
water—but the water is repelled by the 
lines which have been printed or drawn 
on it, so that in effect the image now 
appears as if it had been printed dry 
(or greasy) on a wet background. 

(2) The master passes under an ink 
roller. Since the ink is of a greasy 
nature it does not adhere to the moist 
ened portions of the master—the back 
ground areas, that is. It is picked up, 
however, by the lines on the master. 
The message has now been printed on 
the master in ink, against a wet back 
ground. It would theoretically be pos 
sible to print directly from the master 
onto the copy paper. However, this 
is not done, for technical reasons. 

(3) The master now comes into con 
tact with a cylinder covered with a 
“blanket” of rubber—it is known as 
the blanket cylinder. The image is 
printed onto this blanket instead of 
onto the copy paper. 

These three steps occur each time the 


drum rotates. J hey constitute a cycle 
which is repeated with each revolution 

which, on a high speed machine, may 
be two or more times a second. 

gut the final copy has not yet been 
made, This copy will be printed from 
the blanket cylinder, which is itself ro 
tating 1n synchronization with the mas 
ter. After receiving the image from the 
master, the blanket cylinder comes into 
contact with the copy paper, a sheet of 
which is fed in with each rotation. The 
copy sheet passes between a roller and 
the blanket, which is of such a texture 
that it presses the image firmly into the 
paper. This feature makes it possible 
to print halftones and artwork clearly, 
even on rough paper. 

Characteristics. The offset process 
produces finished work of high qual 
ity. A wide variety of printing colors 
are available, and there is no limit to 
the number ol colors ot copy paper 
which may be used. The equipment 
usually provides quite exact registra 
tion, so that material can be rerun for 
the addition of extra colors. 

The duplicating operation is fast, 
turning out 4,500 to 8,000 copies an 
hour, with one model designed to op 
erate at speeds up to 9,000 an hour. 
The number of copies which can be 
made from one master varies consid 
erably, depending on whether the mas 
ter is of paper, plastic, metal, or other 
material, and depending also on the 
means by which it is prepared. Runs 
to 100,000 are possible m some cases, 
but the process is also suited to runs 
of as few as 10 copies. 

Assuming a run of reasonable length, 
it is not expensive to operate, although 
the initial investment is higher than 
for most duplicating equipment, and 
it requires more skill to operate well 
than other processes. One prominent 
manufacturer suggests the following 
hgures to show the costs of runs of 
varying lengths: single copies, five 
cents; 10 copies, eight cents; 100 cop 
ies, 28 cents; a thousand copies, $2.03. 

New developments have eliminated 
some of the technical problems of op 
eration, to make the equipment easier 
for relatively unskilled workers to use. 
Among these are features which provide 
for automatic cleaning of blankets, for 
automatic adjustment of roller pres 
sures to varying weights of paper stock, 
and for automatic adjustment of the re 
quired balance of ink and water flow. 

Operating Notes, \t is important to 
realize that the quality of the master 
depends on the ability of the typed or 
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Auto-typist hits letter typing right on the button 


Push-button automatic typing is bringing automa- 
tion to the handling of office correspondence. Now 
typists push buttons instead of keys, and Auto-typist 
machines take over and do the typing. They do it in 
marvelous fashion, too—turning out letters at 24% 
times the speed of the fastest typist — neat, erasure- 
free, error-free letters that are as personal as your 
signature. 

Well over half of general office correspondence is 
routine—or can be standardized. Sales letters, order 
acknowledgements, answers to inquiries, and col- 
lection letters are only a part of the correspondence 
that can be handled faster, easier, and more econom- 
ically by Auto-typist. One typist can turn out 100-125 
letters each day with an Auto-typist—3 to 4 times 
normal manual typing output. 

How Auto-typist works—Precom- 
posed letters and paragraphs are 
perforated on a wide paper roll. This 
perforated roll operates the typewriter 
keys. As much as 250 lines of copy can 
be stored on one roll. Twenty to thirty 
complete letters can be prepared, or a 


series of paragraphs which can be combined to make 
up dozens of letters. 

Salutations are manually typed. Then, by pushing 
the button or buttons that cor respond to the let- 
ter or paragraphs desired, Auto-typist automatically 
picks out the letter wanted, or assembles the para- 
graphs in the order desired, and types each word as 
if it had been done by hand. Manual insertions of 
personal or variable data can be made in any part of 
the letter. 

Present users include banks, manufacturers, in- 
surance companies, hotels, publishers, retailers, fund 
raisers. Applications range from general correspond- 
ence typing to specialized uses such as new account 
promotional letters. The complete story is yours for 
the asking. Just write us on your letterhead. 


AMERICAN AUTOMATIC TYPEWRITER CO., 2327 N. PULASKI RD., CHICAGO 39, ILL. ¢ MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 
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drawn lines to hold ink, and on the 
ability of the background areas to hold 
moisture, These qualities are affected 
by the manner in which the master is 
prepared and handled. 

For example, a heavily typed master 
will not necessarily reproduce better 
copies than one lightly typed on. The 
contrary, in fact, may be true, for heavy 
typing may cause the letters to be cut 
so deeply into the master that they 
cannot be reached by the ink roller of 
the duplicator, When this happens, 
only the outlines of the letters may be 
printed, Clearly, when typing on an 
offset the should be to 
print letters that are evenly receptive to 


master, aim 
ink; darkness of the image on the mas- 
ter is not a factor. This means that the 
touch should be relatively light—firm 
enough to cause the image to adhere 
firmly and evenly to the master, but 
not enough to cause indentations. 

It is especially important that the 
typewriter keys should be clean. Let 
ters which have become filled in may 
actually cause the final copies to ap 
pear worse than the master, since, as 
pointed out above, it is the receptivity 
to ink that is important, not the black- 
ness of the image on the master. 


» * 
> . 
a es 
ae .. at the touch of 
4 button you can print 
110 copies per 


Good 
THE HEYER CORPORATION aoe 
1822 S. Kostner Ave, Chicago 73, il. 
: Please send I1ee booklet and details on Automation in Duplicating 
1 Name - — 
i Company 
\ Address 
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It is also important that the type- 
writer ribbon be in good condition. A 
ribbon which is suitable for ordinary 
typing may be either too dry or too 
worn to leave impressions ideal for at- 
tracting ink when used on the dupli- 
cator, even though they be legible on 
itself. While type- 


writer ribbons can be used to make an 


the master most 
offset master, they vary considerably 


in the qualities which produce a good 


master. 

Corrections to a master are made 
easily by erasing with a suitable 
eraser. (Some use a correction fluid, 


which should be applied in minimum 
amounts.) However, some erasers are 
greasy and will leave traces on the mas- 
ter that may not be noticed but which 
will pick up ink in the machine, caus 
ing blotches on the final copies. More 
over, erasing tou heavily may make the 
ink in the 
which has been erased. Erasures 


master receptive to area 
, there 
fore, should remove only the upper 
layer of the oviginal typing, leaving a 
light trace ol the erroneous material, 
which, though it may remain visible 
on the master, will yet be unable to 
pick up ink in the duplicator. 

Details of actual machine operation 
vary with the equipment, and must be 


learned by the operators concerned. 


The Manufacturers 
Addressograph-Multigraph Corp., 
1200 Babbitt Rd., Cleveland 17. Ad 
dressograph refers to its offset duplica 
(Multilith 
Process)” line. The term Multigraph 
also covers its line of relief process du- 


tors as the “Multigraph 


plicators, which operate on an entirely 
different principle (described immedi 
Multi- 
liths are available in eight models, ac- 
cepting copy with printed areas from 
9Y%, by 13 to 19Y 


of new models include automatic blan- 


ately following this section). 


by 17 in. Features 
ket cleaning, automatic moistening of 
the master when it is first placed on 
the machine, and an automatic master 
clamp to simplify placing masters on 
the cylinder. Other available features 
include automatic feeds; ability to num- 
ber, perforate, etc., simultaneously with 
duplicating; counters, etc. 


$715.50 to $4,436.10. 


Price range, 


Davidson Corp., 29 Ryerson St., 
Brooklyn 5, N. Y. (A subsidiary of 
Mergenthaler Linotype Co.) “Dual 


Lith” models have the ability to print 
by both offset and letterpress methods. 
Moreover, a 


two-cylinder design is 


used. The main cylinder is twice the 


size of the blanket cylinder, with only 
half of it used for the offset master; 
since it rotates only once for two rota- 
tions of the blanket cylinder, the latter 
picks up the ink image on its first rota- 
tion, and on the second it receives the 
copy paper between itself and the op- 
posite side of the main cylinder and 
prints the image on the copy paper. 
The main cylinder thus serves both 
as master and impression cylinder. One 
model can print both sides of a sheet 
Available features include 
blanket cleaning, Daven- 
graving, imprinting, numbering, and 


at once. 


automatic 


perforating. When used for letterpress 
work, the equipment can print from 
type, slugs, rubber plates, etc. 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 3\. The new A. B. Dick 
offset duplicator is designed to operate 
at speeds of up to 9,000 copies an hour. 
It has “Aquamatic” control, to provide 
simplified maintenance of the proper 
balance between ink and fountain solu- 
tion; self-adjusting cylinders, to elim- 
inate manual adjustments for differ- 
ences in paper weights or thickness of 
masters; a universal master clamp for 
with | slotted, and 
straight edges; paper capacity from 3 
by 5 to 11 by 16 in.; an automatic 
counter; and a device to disengage the 
blanket cylinder from the master cyl- 
inder if paper stops feeding into the 
machine (to avoid accumulations of ink 
on the blanket). Price, approximately 
$2,915. 

Ditto, Inc., 2243 W. Harrison St., 
Chicago 12. Ditto’s new offset machine 
accepts copy up to 10% by 14 in. 
(printed area), and is designed to 
make 4,500 to 8,000 copies an hour. 
Its controls are designed to simplify 


masters serrated, 


operation. These include an optional 
remote contro] regulator. (The number 
of copies required is set on the regu- 
lator and a push button is pressed. The 
machine turns itself on, and the com- 
plete printing operation, including 
feeding of paper and flow of ink and 
moisture is controlled automatically, 
the machine turning itself off when the 
run is completed.) The paper feeder 
is self-regulating, adjusting to varying 
weights of paper. Inking and moist- 
ening stop should paper cease feeding. 
The machine is small (26 in. wide, 32 


in. long, 340 lbs.). Price, $2094.03. 


RELIEF 
The Process 
Theory. The relief process is one of 
the oldest of all printing methods. It 
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depends on the principle of printing | 


from surfaces raised above a flat back 
ground. An ordinary rubber stamp 1s 
a typical example. Letters, numerals, 
and other characters are in embossed 
form. They may be inked and used 
to print directly on the copy 
as in a typewriter, they may print 


through a ribbon. The relief process 


paper, or, 


is widely used for the printing of 


books, magazines (such as this one), 
and other material. 

It has also long been used in offices, 
where it was widely known as “multi 
graphing.” This term 1s derived from 
the trade name owned by the Addresso 
graph-Multigraph Corp., which has 
manufactured this type of equipment 
for many years. Since the company 
now uses the word “Multigraph” to 
cover all of its duplicators, it designates 
its relief duplicators as “Multigraph 
(Relief Process)” machines. 

Office equipment of this type gener 
ally prints from raised metal type. The 
type is set by hand, using a composing 
fork, and is inserted in channels on a 
rotating cylinder. (Some equipment is 
available in which the type is carried 
on a flat bed, no cylinder being used.) 

The drum is covered by a wide inked 
ribbon, resembling a typewriter ribbon 
except that it is wide enough to cover 
the entire cylinder. Printing is accom 
plished by feeding the copy paper be 
tween this drum and a rubber platen 
roller which provides enough pressure 
to cause the imprint to be made. 

Instead of covering the type with a 
ribbon, an ink roller may be used. In 
this case, the ink is applied directly to 
the type, which in turn prints directly 
on the copy paper. This method, of 
course, is the equivalent on a small 
scale of ordinary letterpress printing. 

In addition to, or in lieu of, metal 
type, the 
plates, 


equipment can use rubber 


electrotypes, slugs, siynature 
ypes, slugs, ynat 


plates, etc. 


When the ribbon is 


Characteristics. 


used for printing, the copies very close 
f 


ly resemble ordinary typing. Typewriter 
styles of type are commonly used, but 


other styles are available. This character 


1 el i! oT 
istic Make: ne proce SS espec ally sultabie 


When used to print 
from the inked type, the pr 


for “fill-in” letters. 


directly 
ess produces copies ol the quality d 
appearance oO} standard printing 


The finished work is of high qua! 


ity, and hundreds of thousands of cop 


ies Can be produ c | In a s$ingic run 


without replacing the Because 


I type. 


MARCH 1956 


now XEROGRAPHY 


cuts 
duplicating costs 


$25,000 a year 


... speeds paperwork at 


a 


Organization Charts * Report 
Reproduction * Process Charts 
Price and Data Specifications 
Accounting Forms * Manuals 
Production Forms and Others 


The first Comme 


4 


rcial Air Conditioner 


for lower installation costs 


Air-conditioned America looks to Carrier for leadership in 
and 


Willis H 


humidity 
Ever since Dt 


1902. his 


the controlling of temperature movement 


cleanline of air inside a building 


Carrier fathered the art in firm has been convert 


ing more and more people in business, industry and govern- 
ment to the advantages of healthful air conditioning 


Because Carrier Corporation offices girdle the globe. in- 


ternal communications consume much paperwork and 
Now. Car- 


with thi 


prior to the installation of xerography tine 


rier is saving more than $25,000 a year modern, 


fast, dry, electrostatic copying proce Crratifying as this is 


to Carrier, the bie advantage is the saving in time 


More than 100 offset paper masters a day are prepared at 


Carrier, with preparation costs dropping from $4.00 apiece 


by the former method to 50 cents by xerography. From such 


masters, multiple copies are then run off on offset duplica 
tors 
Versatile xerography provides the 


Original 


olution to your copy 


ing needs documents are enlarged, reduced, or 


copied ive to sive Ma ters are made from opaque originals 


or from copy on both ick Let u how u how xere 


raphy 
ork 


can cut your duplicating costs for all types of paperw 
Wute for proof of performance folders showing 
how companies of all kinds are cutting costs 
and speeding paperwork with xerography. 


THE HALOID COMPANY 
56-39X HALOID STREET, ROCHESTER 3, NEW YORK 


BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 


DO YOU KNOW... 
Xerography copies onto 
paper masters and 
metal plates for 
OFFSET 
Duplicating 


Copies onto 
transiucent inter 
mediates for 


DIAZO 
Printing 


Copies onto 
masters tor 


SPIRIT 
(and other fluid type 
duplicating 


. 
Copies 
HALFTONE 
& Line 


subject 
masters 


onto paper 
for offset 


duplicating 
* 


uP TO 
EIGHT 
COPIES 


including a paper 


master or transiucent 


ntermediate m be 


nade from one rere 


esposure 


The fastest, cheapest, most versatile way to make masters for duplicating 
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typesetting is a relatively slow job, the 
proc ess 1s not ideal for very short runs. 
However, type can be changed easily 
in the midst of a run; thus, the process 
is well adapted to printing material 
containing variable items, such as price 
lists. 

Once the type is set, the duplicating 
costs are very low, Other than the cost 
of the paper, which need not be ex 
pensive, the material costs 


are prac- 


tically insignificant. Costs including 
paper have been estimated at less than 
a fifth of a cent each ($1.86 a thousand 
copies, according to Addressograph 
Multigraph). The printing rate is 3,000 
to 6,000 an hour 


Copies may be printed in any color, 


You 


oT ae z 


KNO 


on any color of paper. Most equip 
ment provides registration of sufficient 
accuracy that re-runs can be made for 


printing additional colors. 


The Manufacturers 
Addressograph-Multigraph Corp., 

1200 Babbitt Rd., Cleveland 17. Ten 

“Multigraph (Relief 


Process)” line, including one manual, 


models in the 
Maximum 
to 16 


\y ailable features include 


' 
and ten electric machines. 
copy size ranges from 8 by 12, 


13% in. 


automat 


by 


feeds; counters; ability to 


number, perforate, etc., simultaneously 
with duplicating. 


$3,031.60. 


Imerican Tag Co., 


Price range, $265 to 


151 Cortland St., 


W 


5) meteor 


. Ls ~*~ if rae fut 
40 ee ’ Pes 


to buy the safest, 


most economical, 


most impressive record 


and letterhead papers 
at practically no 


increase in cost... 


this 


FREE GUIDE 


tells you how...send for it today! 


This handy, fully illustrated guide will prove extremely profitable to you if you 


use, select or buy tells how 


papers. It 
value. . 
get correct, most economical grade for 


permanence, durability and prestige. 


lo. 
. determine the effect of paper process on total record or letter costs . 
each specific need 


judge paper properties and their 


choose papers of 


> Rproten? t aera minger apy amen egies 
Sa 1849 L.. L. BROWN PAPER CO.,. ADAMS, MASS 
‘ly ! Please send me FREE copy of “How To Get Greater | 
Service and Value From Your Records and Letters.” | 
L L BR OWN ‘og | 
e e | Title | 
Record and Correspondence | | 
| Company | 
PAPERS _ -- ! 
LEDGERS, BONOS, INDEX 5 Cee State —— | 
BRISTOLS & LINENS ] Please Print Plain! H \ 
ee ee ee we ee we we we we we = ee a 
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Belleville, N. |. While information on 


current 


equipment was not available 
at press time, this company has made 
small “American Jiffy Print” units for 
printing tags, labels, forms, etc. 

Davidson Corp., 29 Ryerson St., 
Brooklyn 5, N. Y. Davidson's “Dual 
Lith” equipment 1s capable of both re 
lief and offset duplicating. Elements of 
the master cylinder can be changed so 
that it an ac ept type, plates, slugs, 
etc., for relief printing. (See descrip 
tion of equipment in the discussion of 
the offset process. ) 

A. Kimball Co., 444 Fourth Ave., 
New York 16. Small rotary-type “Roto 


Kimco” 


metal logotypes, and rubber mats. 


models for printing from type, 


SPIRIT 


The Process 


Theory The spirit process, known 


also as the liquid, fluid, or liquid hecto 
graph process, derives its name from 
the use of alcohol as a solvent for the 


aniline dye used for printing. It 1s 


very much like the gelatin process, ¢x 
cept that it bypasses the use of gelatin 


and copies are made directly from the 


master. It is commonly identified by 
the purple copies on glossy paper 


which are its most typical product. 


The spirit master 15 prepared by typ 
ing, writing, or drawing on a special 
sheet ol paper which has been placed 
over a face-up sheet of special carbon. 
This carbon has a coating containing 
an aniline dye. Wherever the writing 
instrument presses the master against 
the the back of the 


picks up a portion of the dye. This 


carbon, master 
produces, of course, a reverse or mirror 


image of the written material. 


The master is placed around the ro 
With 
each revolution of the drum a sheet of 
copy fed the 
On the 


tating drum of the duplicator. 


paper 1s into machine. 


entering, paper is moistened 
slightly with a solution containing al 
cohol, As the moistened paper comes 
into contact with the master, it takes 
a thin layer of the dye from it, pro 
ducing the final copy. 


Masters 


xerography, and, in some Cases, by 


may also be prepared by 
facsimile equipment. 

Some equipment is designed for sys 
tems work, printing from selected por 
tions of the master as required. 

Characteristics. Copies may be made 
in a variety of dye colors, although 


purple is the usual choice because of 
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*DITTO Integrated Data Processing is increasing profits for 
thousands of companies every day. DITTO |. D. P. integrates, on a 
single master form, data secured from different departments or 
plants and from different writing media such as typewriters, tabu- 
lating equipment, teletype machines, bookkeeping machines, and 


| How DITTO |. OD. P. increases Protits 


flexowriters. From this first writing DITTO produces all copies required 
for interested personnel. Thus DITTO |. D. P. eliminates the many 
needless writings and typings that cause wastes of salaried time, 
slow down operating procedures, and lead to costly errors. This 
is integrated data processing at its simplest and best. 


Thousands of Companies, Large and Smali, Use 
DITTO |. DO. P. Because They Can Do Ali These Things. 


1. Insurance company saves 
$100,000 yearly by substituting 
DITTO for snap-out 


2. Automobile Cleanser manu 
facturer saves $30,000 in clerical 
costs, annually 


3. Hardware manufacturer saves 
$24,000 a year in production personnel 


4. Camera manufacturer saves 
$14,000 a year. Substitutes DITTO 
Purchase-Receiving for snap-out 


5. Packing company reduces clerical 


MARCH 1956 


personnel with $21,000 yearly saving 


6. Pharmaceutical manufacturer 
saves $41,000 a year. Handles in 
creased volume without extra help 


7. Machine Tool manufacturer 
streamlines production contro! with 
savings of $15,000 yearly 


8. Road Machinery manufacturer 
saves $25,000 annually. Handles 
double volume with reduced personnel 


+Send for complete case histories 
telling how these savings are made. 


informatior 


1. Make up to 300 copies from a 
single written original of anything 
typed, hand-written, traced or drawn, 


5. Reuse the same master for suc 
cessive copy runs 


6. Use the master to run copies at 


Use Readers 


without need of stencil, mats, type 


one location, then send it to another 
or make ready 


location and run additional copies 
2. Make 100 to 120 copies per min 


7. Add new data to master periodic 
ute in 1 to 5 colors at once 


ally for reuse in running cumula 


3. Make copies on varying weights "!¥@ reports 


of paper and card stock and on any 
standard size sheets from 3” x 5” 
to 14" x 17" 


8. Mask out any material on master 
not required on certain copies 


9. Reproduce single items from 
master onto unit copies such as labor 
tickets and material requisitions 


DITTO 


What DITTO Can Do For Others DITTO Can Do For You 


Take this First Step to Increased Paperwork Efficiency 
MAIL COUPON FOR FACTS 


4. Obtain accurate registration, copy 
to copy 


— 

DITTO, Incorporated, 221% W. Harrison, Chicago 12, 1 

DITTO, of Canada, Ltd Torente, Ontarie 

DITTO, (Britain) Ltd 126/128 New Kings Road 
6.W.6, England 


Fulham, London 


At no cost of obligation please send me case histories and information on how 
you Can save us money, time, and effort with DITTO One. Writing Systems for 

Order. Billing Production 
Payroll 


Purchase Receiwing 
Other 


inventory Control 
Name, Position 
Company 


Address 


City County State 
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its superior reproducing qualities. Any 
or all of the possible colors may be run 
at once. It is merely necessary to change 
the color of the carbon backing as the 
master is prepared in order to change 
the color of the dye on the back of the 
master. The copy paper itself may be 
in one of several colors. In any case, 
it will have a high finish. 

Because a portion of the dye on the 
master is actually removed from it to 
make cach copy, copies gradually be- 
come fainter as the run continues. A 


\UC 


good master may produce from 300 to 
400 copies, sometimes more. 

The operating speed, which varies, 
depending on whether the machine is 
manual or electric, may be as high as 
200 copies a minute. However, opti- 
mum speeds for electric models are 
considered to be between 80 and 120 
copies a minute. Manual models can 
turn out from 40 to 60 copies a minute. 

Operating costs are low. Naturally, 
the longer the run, the lower the per 
copy cost. Typical runs of one hun- 


STAPLING EQUIPMENT 


V4 


For a LIFETIME of Dependable Stapling Service 


ACE STAPLING EQUIPMENT 
is extremely durable! We've built 
ONLY TOP quality machines 
for more than 25 years. In fact, 
25 year-old ACE machines are still 
giving dependable service, day 
after day. 

That's why ACE gives you the 
greatest value the Stapling Ma- 
chine dollar ever bought! Ic 
doesn't matter whether you 


ACELINER.. 


World's finest Stapler. 4- 
way action . . |. Staples, 
2. Pins, 3. Tacks, 4. Hand- 
fastens. Smooth, durable 
plastic top in different col- 
ors. Loads 210 ACELINER 
Staples Number 2025. 


choose the oe colorful 
ACELINER, or the least costly 
ACE SCOUT. But, be sure that 
you always use ACE STAPLES 
for smooth, trouble-free per- 
formance. Then, too, the ACE 
STAPLE REMOVER is essential 
to remove any size staples quickly 
and easily. Your nearest dealer is 
= to demonstrate the full 
i 


ne of ACE Stapling Equipment. 


SOLD THROUGH DEALERS EXCLUSIVELY 


ACE FASTENER CORPORATION, 3415 MORTH ASHLAND AVENUE CHICAGO 19 


ADA, CAMADIAN STAPLES LTD. 6785 Upper Locking Read Montres! 18° 758 Wellece Ave. lerente 


ace ricoar 


That 


act scour 
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dred copies are estimated to cost from 
35 to 50 cents. 

Operating Notes. As with other 
masters, clear and even pressure is re- 
quired in typing or writing. In typing, 
this means that the keys should be 
and that punctuation marks 
should be touched lightly while solid 
letters like “m” and “w” should be 
struck more heavily. Ball point pens 
or hard pencils may be used in writing 
or drawing. 


clean 


Errors may be corrected by applying 
a correction pencil to the reverse of the 
master, by which means a light cover- 
ing of wax seals in the dye and pre 
vents the error from recording on the 
copy paper. New material may then 
be typed over it. (The carbon should 
be shifted to provide a fresh section 
as a supply of dye for the new material 

or an unused corner may be torn off 
and used for the correction.) Alter- 
natively, errors can be taken out with 
an ordinary pencil eraser, using an 
eraser shield; a knife or razor blade 
may be used first to remove excess dye. 
Unwanted material on the master may 
also be deleted by using a blockout 
fluid or scotch tape. 

The strength of copies diminishes as 
a run continues. It can be controlled, 
within limits, however, by several 
means. Increasing the pressure on the 
roller increases the strength of the im- 
pression. Increasing the flow of liquid 
has a similar effect. Varying the speed 
of operation can also affect the dark- 
ness of the copies—at too slow a speed 
the solvent on the paper begins to dry 
before making contact with the master, 
and less dye is picked up. 

Increasing the strength of copies, 
however, shortens the run. Thus, for 
long runs, initial roller pressure and 
liquid flow should be kept relatively 
low. Pressure may be increased from 
time to time during the run, but liquid 
flow need not be unless copies fail to 
print evenly. 

If a poor duplicating paper is used, 
it will not be possible to make the max- 
imum number of good copies from a 
master. On long runs, this may mean 
retyping masters unnecessarily, which 
may be 


more than 


expensive using 
good paper to begin with. 

When using a black carbon, it may 
be necessary to use a special fluid for 


best reproduction. 


The Manufacturers 
lutocopy, Inc., 12150 S. Peoria St., 
Chicago 43. No information available 
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ROUND THE CLOCK, this versatile new Continental Omega 


Group adapts perfectly to your modern-day executive needs-— 


as no other furniture has before! Perfectly because Omega is 
the first really custom-fitted executive furniture. Cabinet assem- 
blies and tops of varying sizes are fitted to your office, large 
or small. Drawers and accessory units are arranged and 
tailored to your needs. Chairs, desk pads—everything harmo- 
nizes, in design and color schemes of your choice. Result—a 
perfect blending of good taste and efficiency . . . an “Office 


for Living’ you will be proud to show and happy to work in. 


For this and many other “Office for Living’ plans, look up your 
authorized Standard Dealer in the Yellow Pages—or write for 


his name and a free folder. 


THE STANDARD FURNITURE COMPANY, HERKIMER, N. Y. 


William H. Sviliven Design 


CONTINENTAL OMEGA EXECUTIVE FURNITURE, CHAIRS, DESK ACCESSORIES 


ie 
St AND COLOR CONTINUITY PLANS ARE EXCLUSIVE WITH STANDARD DEALERS 
G d I ay SINCE 1886, THE WORLD'S LARGEST MAKER OF EXECUTIVE OFFICE FURNITURE 
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The only 
concern in the United 
States specializing in the 
manufacture of rag fiber 
Onion Skin and Mani- 
fold papers. 


SUPERIOE 


MANIEOLE 


is the only 25% rag fiber 
Manifold paper 
distributed by 

Paper Merchants. 


nationally 
Wholesale 


Recommended for: 


Thin Letterheads 
Copies 
Records 
Forms 
Advertising 


SEND FOR SAMPLES 


ESLEECK 


Manufacturing Company 
Turners Falls, Mass. 


14 For More Information Use Readers’ 
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at press time on current models. 

Bohn Duplicator Corp., 444 Fourth 
Ave., New York 16, “BDC” duplicator 
takes copy to 9 by 14 in. in size. It is 
a manual model, priced at $134.50. 

Copy-Craft, Inc., \05 Chambers St., 
New York 7. “Ormig” 


standard duplicators and systems mod- 


line includes 


els with a variety of features to facili 
tate systems work, including return of 
copies to front of machine, arrange 
ment of controls for operation by a 
seated worker, etc. 

Copy-Plus, Inc., 2817 W. Carmen 
Ave., Milwaukee 9. Line includes 
“Pacesetter,” “Curvette,” “Unigraph,” 
and “Ambassador” models, electric and 
manual, taking copy from 3 by 5 to 14 
by 17 in. Some models are portable, 
others perform systems work (using 
“Block-Out” feature). Price range, 
$139.50 to $445, 

A.B, Dick Co., 5700 W. Touhy Ave., 
Chicago 3\. One manual and one elec 
tric model, printing copy in sizes to 
8% by 13¥, 


with Azograph process. Electric mod 


in. Equipment also usable 


el has single control to shut off feed, 
separate impression roller and cylinder, 
separate moistening and forwarding 
rollers, shut off motor, etc. Prices, $217 
and $583, approximately. 


Ditto, Inc., 2243 W. Harrison St., 
Chicago 12.. Four electric and two 
manual “Direct Process” models, with 
maximum printing areas from 8 by 
13% to 14 by 15% in. Features include 
automatic feed, counters on all mod 
els: up-down adjustment on two ma 
chines; and a magnetic drum (for use 
with blockout strips) on a systems 
model. The systems machine is de 
signed for “sit-down” operation. Prices, 
$207.68 to $1,198.13. 

Duplicating Machines Corp., \\0 W. 
17th St., New York. No information 
available on current models. 


Duplicators, Inc., 200 E. 72nd St., 
New York 21. “Alison’” Model 101 
has “VisiCopy” feature by which 
printed copies emerge face up at tront 
of machine, Unit takes copy up to 15 
in. long. Price, $145. 


Duplicopy Co., 224 W. Illinois St., 
Chicago 10. Three “Duplicopy” mod 
els, manually operated, one with auto 
matic feed, one with hand feed, and 
a small unit for tags, labels, etc. Maxi 
mum copy sizes range from 4 by 6) 
to 8% by 14 in. Price range, $34.50 
to $192.85. 


Fletcher-Freeman Corp., Milford, 


N. H. “Windsor Embassy” equipment, 


Hart Mfg. Co., 2400 Endicott St., St. 
Paul 14. No current information avail- 
able at press time. The company has 
manufactured a manual model print- 
ing copies to legal size. 

The Heyer Corp., 1850 S. Kostner 
Ave., Chicago 23. Two “Conqueror” 
models, one manual, one electric, tak- 
ing copy to 8 by 14 in. Features in 
clude automatic feed, counter, visible 
fluid supply, large raise-lower adjust 
ment. Prices, $206.70 to $344.50. 

Master Addresser Co., 6500 W. Lake 
St., Minneapolis 16. New Model 60 
uses 3 by 5 cards as masters, It is a 
small unit, designed for use on a desk 
top. Price, $60, approximately. Also 
two portable models for letter and le 
gal size copies, in which master is 
laid on flat bed of machine and copy 
sheet brought in contact with it be 
neath a roller. Price range, $11.95 to 
$44.50. 

Old Town Corp., 345 Madison Ave., 
New York 17. “Old Town” line con- 
tains a variety of duplicators, manual 
and electric, accepting copy to 14 by 
17 in. Equipment can be rented or pur 
chased. 

Rex-O-Graph, Inc., 7840 W. Hicks 
St., Milwaukee 14, “Rex-O-Graph” line 
includes a number of manual and elec- 
tric models. New systems model, No. 
RES-4, features new fluid control 
through a constant flow tank from a 
throw-away container, foot control ped- 
als, magnetic blockout slot, etc. 

Smith-Corona Inc., 701 E. Washing 
ton St., Syracuse, N. Y. Line of “Vivid” 
duplicators, including electric models 
with automatic feed. 

Speedliner Co., 4404 N. Ravenswood 
ive., Chicago 40. One manual “Speed 
liner” model, taking copy to 8% by 14 
in. Price, $74.50. 

Standard Duplicating Machines Corp., 
1935 Revere Beach Blvd., Everett 49, 
Vass. Line of electric and manual du- 
plicators, taking copy to 14 by 18 in. 
Some have manual, some automatic 
feed, 

Vari-Color Duplicator Co., 500 S. 
Lincoln St., Shawnee, Okla. \nforma- 
tion on current models not available at 
press time. Company has made manu- 
al models from post card to legal size. 

Wolber Duplicator & Supply Co., 
1201 Cortland St., Chicago 14. Four 
“Copy-Rite” models, one electric and 
three manual, printing copy to 8% by 
134% in. 
feed, counter, margin set for adjusting 
margin as much as 7 typewriter spaces. 


Features include automatic 
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MIMEOGRAPH, MULTILITH, BRUNING, OZALID AND SIMILAR DUPLICATING 
processes demand good master copies to produce sharp, clear reproductions. 
The new R. C. Allen Electrite is made especially for this purpose. The 

exclusive Microflex Impression Control, adjustable to any duplicating system 
requirements, permits better master copies than any other manual or electric 
typewriter. It is electrified where 95% of typing actions are performed, 


manual where 95% of electric service complaints occur. Call your 


R. C. Allen typewriter dealer, or write for complete information. 


R.C.Allen Business Machines, Inc. 


686 Front Avenue, Grand Rapids 4, Michigan 


TYPEWRITERS - CASH REGISTERS - ADDING MACHINES - SAFES - FILES - BOOKKEEPING MACHINES 
MARCH 1956 
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“Complete Control’’ solves 
another coffee-break problem ! 


OH, THAT 
COFFEE. BREAK 
STAMPEDE S! 


COMPLETE 
MAH NAME, 


CONTROL MOKUM IS 
AN’ CONTROLLIN’ 
COF FEE BRE AKS 1S MAH 
GAME.—WIF TH’ RUDD- 
MELIKIAN COFFEE. 

DISPENSERS’ 


THEY LOVE THAT Kwik 
KAFE COFFEE, C« 
SAVES ‘EM TRIP* >) 
OUTSIDE, IN ALI 
KINDS O' WEATHERZ +, 
AND SAVES TIMI 


© Capo 
Hample, Ine 


The coffee-break is a problem in any size office 
or plant! A Rudd-Melikian dispenser is the 
answer. It's enjoyed by employees—helps keep 
them at the job, Conveniently and dependably 


serves Kwik-Kafé coffee—100% pure, fresh- 
frozen. Check with your local Kwik-Kafé dealer 
or write direct to us for complete details. 


a. eo a 

| RUDD-MELIKIAN, INC. [QI | 
| Hatboro, Pa. 1 
| Gentlemen: 1 
| Please send me Booklet OM-1 0, explaining how 

| to control the coffee-break with R-M dispensers. | 
| Nome . | 
] Firm : ar 
| Street | 
; 


City Zone State.... 


7% For More Information Use Readers’ 
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Price 


range, $167.74 to $370.47. 
—— 
STENCIL 
The Process 
Theory. The stencil] duplicating me 
thod is so well established as an office 
tool that the terms “stencil” and “mim 
cograph are widely misused to apply 


to dupli ating 
Actually, 


equipine nt in general. 


of course, these terms should 


be used only to refer to equipment 
using true stencils as the duplicating 


medium. The word “mimeograph,” in 
fact, Was ort ginally a trade name owned 


by the A. B. Dick Co., 


type of equipment, but it 


pioneer in this 
has come to 


he applied to stenci] duplicators of all 


makes. 

A stencil is a sheet of paper, plastic, 
metal, or other substance, in which 
holes have been punched in the shape 


of letters, 


The 


carton, 


numerals, symbols, ek 


stencil is placed over the paper, 
or other surface to be imprinted, and 


an ink, 


sprayed over the stencil, 


brushed or 
Naturally, 


passes through the hol sy lea 


paint, or the like is 


ving their 


pattern on the material below. 


The conventional stencil used in of 


hice duplhic ating consists of fibrous ma 


terial covered with a waxy coating 
which 1s easily pushed aside by pres 
sure from a typewriter key or a writ 


ing instrument. The underlying’ por 


ous base serves to hold the 


centers ol 
looped letters (such as «i or “~~ ) 
at the 


it permits passage of ink. 


from dropping out, while same 


time 
Masters may be prepared by typing 


or writing with a hard-pointed instru 


ment. They may also be created by 
means of the facsimile process, and 
several new units of that type have 


been marketed for the specific purpose 
of cutting stencils. Photochemical me 
thods used. Both 
possible the 


work, 


may also be 
make 


photographs, art 


proc 
esses transfer of 


drawings, and 


similar material to stencils. Stencils 
may also be cut by means ol dies, and, 
in a unique method, by brushing cer 


tain chemicals on them. 


The master ts 


wrapped around the 


rl 
perforated drum of the machine and 


ink 1s 
through the 


applied from within, passing 


stencil to the copy paper, 


which 1s ted with each 


Some 


rotation of 


the drum machines have two 


cylinders ane by a silk screen in 
e drum. Ink, in paste 
form, ts pet in tubes for use with 


stead of the sing 


this type ol machine 


Characteristics. Copies may be made 


in ink of any color, on any color of 


Most 


ind white 


black ink 


usually 


paper. often used 


paper. Paper 1s 
bond or offset 
Recent 


fairly rough; 


sometimes be 


paper can 
used. improve- 
ments in inks, making possible more 
rapid drying and faster runs, have re 
sulted in copies of higher quality. 
Copies are made on electric models 
at speeds of about 180 a minute. Man- 
ual models can make copies at approx 
imately 60 to 100 a minute. Costs per 
copy vary with the length of the run, 
being less on long runs. Typical esti 
35 and 40 cents 
for a run of 100 copies, about $2.40 for 


1,000. 


mates are: between 
a run ol 

Several thousand copies can be made 
Much 


using special 


from ordinary good stencils. 


longer runs are possible, 
stencils. 


Notes. The 


pre paration 1S 


Operating quality of 


stencil all-important. 
Typewriter keys should be cleaned be- 
tore typing cac 


h stencil, and it is well 


to clean them again after typing each 
(The 


used, of 


two or three paragraphs. type 


writer ribbon is not 


course, 
il ot 
covered with a thin 


when cutting a stencil.) If a sten 
the film type (1.e., 


plastic film) is being used, cleaning 


need not be as Irequent. 


keys 


justed so that capitals and 


Pressure on the must be ad 


broad let 


ters (such as “m” and “w”) are struck 


more heavily than standard letters, 
while punctuation marks should be 
touched more lightly. (Such adjust 


ment is usually made automatically on 


an electric machine. ) 
will tend to cut 


Excessive pressure 


insufh 
print 


the centers out of loop letters; 


cient 


pressure causes letters to 


with incomplete outlines. 
Non-hiilm 


< Opy possible ° 


stencils give the sharpest 


Cushion sheets can be 
make the 


with broader 


used to (i.e., 


ilm stencils may 


copy heavier 
lines). F 
be used to blunt the effect of the typ 
ist’s strokes, to prevent centers of letters 
from being cut out; they are useful if 
the typist has a heavy touch or if the 
] They 


is unusually sharp. also re 


type 
duce clogging ol type. 


Corrections are made by 


applying a 
(With film 
detached 


holes and, 


correction fluid over errors. 
film 
fluid 


ifter it has dried for about ten seconds, 


stencils, the must be 


first.) The fills in the 


new material may be typed over the 
old. Note the stencil should be sep 
arated, as by inserting a pencil, from 


the cushion sheet; otherwise, the cor 


rection fluid will tend to “cement” the 


stencil to the sheet, and when the sheet 
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PICK ANY PRODUCT...REYNOLDS solidate information to eliminate some forms 


or add a copy to a present form to speed 


& REYNOLDS CAN REDUCE transactions in another department . . . to men- 


tion a few. 
ITS RELATED PAPERWORK! If you feel there's an office procedure in 
a Reynolds & your business that’s not “paying its way”, 
, ask a Reynolds & Reynolds Representative 
to call. He will bring you the “know how’ 
necessary to expertly analyze your problem 
and suggest the right corrective measures, 


Whatever your product 
Reynolds Representative can show you how 
to streamline its related paperwork and re- 
duce office costs, Through everyday experi- 
ence, he has shown hundreds of businesses 
how to... combine several single forms into Call your Reynolds & Reynolds representative 
one multiple part set .. . employ the advan- today .. . no obligation! 

tages of No Carbon Required Paper . . . con- OFFICES IN MOST PRINCIPAL CITIES 


THE REYNOLDS & REYNOLDS COMPANY 


LITHOGRAPHERS AND PRINTERS © BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIFORNIA 
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YOURS 


on request: 


portfolio of 


prestige letterhead 


designs by 


Lester Beall on 


Bassons 


... Makers of permanent 
prestige business papers 


WRITE ON YOUR BUSINESS 
LETTERHEAD FOR PORTFOLIO 
3C1}, PARSONS PAPER CO, 
HOLYOKE, MASS pPCO 
1956 
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s removed portions of the corrected 
area may adhere to it, producing blem 
ishes in the copy. 

If stencils are prepared by hand, it 
should be remembered that increasing 
the pressure does not increase the 
weight of lines. Heavy lines are ob 
tained by using a stylus with a broader 
point than is used for light lines. Ex 
cessive pressure may cause the stencil 
to tear later during the run. Ball point 
styli are especially useful in the hand 


preparation of stencils. 


The Manufacturers 

1ddo Machine Co., Inc., 145 W.57th 
St., New York 19. “Roneo” line con 
tains two electric and three manual 
models, with maximum printing areas 
ranging trom 8 by 13% to 16 by 13% 
in. Features include automatic inking, 
shut off counter, and raising teed table. 
Price range, $230 to $1,205. Also of 
fered is the “Roneotronic” unit for pre 
paring stencils by the facsimile process. 

lutocopy, Inc., 12150 S. Peoria St., 
Chicago 43. Intormation on current 
models not available at press time. 

Bohn Duplicatoy Corp., 444 Fourth 
luve., New York 16. One “BDC—Rex 
Rotary” model, manually operated, has 
a maximum printing area of 8 by 12! 
in. Price, $179.50. The “Electro-Rex” 
is a facsimile-type unit for making 
stencils and offset masters. It has a 
printing area of 7'4 by 13 in. Price, 
$1,750. 

The Dansen Co., 301 Shanedling 
Bldg., 7th and St. Germain, St. Cloud, 
Minn. “Dynagraph” models are manu 
ally operated and are designed to be 
portable. 

1. B. Dick Co., 53700 W. Touhy 
Ive., Chicago 31. Dick’s mimeograph 
line includes five electric and four man 
ual models, offering maximum print 
ing area capacities trom 74% by 14 to 
Il by 17 in. Several colors can be 
printed simultaneously, and some mod 
els can be used with “Contac-Dri” ink, 
designed to dry on contact with copy 
paper. Price range, $106 to $1,595.30, 
approximately. 

Fletcher-Freeman C or p., Milford, 
V. H. “Windsor Embassy” line of du 
plicators. 

Gestetner Duplicator Corp., 530 Me 
Lean Ave., Yonkers 5, N. Y. “Gestet 
ner” line includes two electric and 
three manual models of the twin-cylin 
der, silk screen type, using paste inks. 
Maximum printed areas range from 
8% by 134) to 16% by 13% in. Fea 


tures include “Continumatic Inking” 
(continuous, automatic inking), auto 
matic feeding, automatic counting, 
“controlled delivery,” and printing to 
within 1/16 in. of the paper edge. 
Price range, $254.40 to $1,298.50. The 
“Photoscope” copies material of all 
types onto stencils. 

Milo Harding Co., 500 S. Monterey 
Pass Rd., Monterey Park, Calif. One 
electric “Tempo” model and four elec 
tric and two manual two-cylinder 
“Geha” models with maximum print 
ed areas from 7% by 14 to 8Y% by 13% 
in. Features: automatic interleaver for 
slipsheeting, automatic paper jogger, 
automatic dual feed, automatic prede 
termining counter, and registration ac 
curate enough for second-color re-runs. 
Price range, $211.94 to $948.70. 

The Heyer Corp., 1850 S. Kostner 
Ive., Chicago 23. Five manual “Let 
tergraph” models, with maximum 
printing capacities from 3 by 5 to 7% 
by 14 in. Features available include 
automatic feed, continuous counter, 
automatic inking. Price range, $10.95 
to $89.57. 

Keller Duplicator Co., 545 E. Third 
St., Long Beach \2, Calif. One model, 
designed tor use with postcards. Price, 
$17.95. (To page 80) 

Advertisement 


NEW PAPER CUTTER 


Michael Lith, Inc., 145 West 45th 
St., New York 36, N. Y. offers the 
low-cost Michael 14” All-Purpose 
Paper Cutter especially designed for 
offices with duplicating, small offset 
and reproduction departments It is 
manually operated and will cut a 2” 
thickness of paper. Of all steel con 
struction with detachable, hollow 
ground blade, automatic safety latch, 
balanced lever and adjustable back 
gauge. The cutter is 26” wide, 2214” 


deep and 34%” high including han- 
dle. Cutting width is 14%”. Inside 
cutting length, knife to back gauge, 
is 1334”. 


For More Information Use Readers’ 
Inquiry Coupon on Page 104 
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NEW! Victor Calculator 


Exclusive: Fully automatic multiplication... 
automatic constant lever...total transfer feature 


The fabulous new Victor Mult-O-Matic is the 
only machine with completely automatic multi- 
plication from one simple set of keys. 

Multiply figures as you would write them—only 
the multiplicand, multiplier and answer, properly 
identified by symbols, are printed on the tape. 

The simplified automatic constant lever lets you mul- 
tiply the same figure any number of times without 
re-entering that figure each time. 

The new and exclusive total transfer button lets you 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 
Manufacturers of Business Machines, Cash Registers, 
Business and Industrial Systems, Electronic Equipment, Electri-Cars. 


Exclusive 


Exclusive 
Total Transfer 
Button 


MARCH 1956 


For More Information Use Readers’ 


retain a total in the machine so that it can be multiplied 
by another figure. 

The Victor Mult-O- Matic is the perfect answer for all 
your figure work — it multiplies, adds, subtracts, divides. 
It’s designed to save you time — for inventory, payroll, to 
check and extend invoices, figure discounts, percentages, 
proration problems, operating statements. 


Don’t wait. Call for a free tryout! Look under “V” for 
Victor in Adding Machine section of your classified 
phone book. Or write Victor. 


Exclusive 
Select-O-Matic 
for Automatic 
Totaling 
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Many office machines use marginal pre- 
punched forms. And the records you make 


with this modern efficiency system are 
valuable. How do you file them? 
The best way is to bind them in Acco 


Vin Prong Binders equipped with special 
narrow prongs to accommodate the small 
holes in the record sheets. Your records 


will then be safely bound for temporary or 
permanent filing — always in order, always 
neat, always available 

Acco Pin Prong “9000" line of Binders 
come in many sizes and are available in 
your choice of genuine 
colors) or heavy binder board covered 
with canvas or black pebble grain eloth. 
Your stationer will supply you. Ask him. 


presshoard (5 


The Accopress 
Hinder 


bines loose leaf 


com 


ranrventivnce, 
large capacity 
and = econemy 


4deal for Cata- 


log Covers 


When 
comes 
he from 
the Accobind Polder, 


insert 4 


transfer time 


slip the 


nd papers 


just 


new feeo 
Pastener and the 
Polder is ready for 


another year's filing 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 
(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 
THE ACCOWAY SYSTEM 


(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS. Ine. 


Ogdensburg, New York 
In Canada; Acco Canadian Coa., Lid., Terente 
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Marr Duplicator Co., Inc., 53 Park 


Place, New York 7. Four electric and 
three manual models, with maximum 
printing area of 7'4 by 14 in. Features 


) 


t 


, 
non stop load ng, accurate 


$103.35 


include automatic counter (which stoy 
Ma hine as 
registration, et P rice 
to $895.70. 
Mimeo Mfg. 
Veu 


mode 1S, 


y 
range, 


Co., Inc., 405 Broad 
York 13 “Mimeo” 


manually operat d, tak 


wdy Two 


ny Copy 
to maximum 


8% by 14 in 


sizes of %'4 by I] and 
Machines have automatic 
feed $32.50 and $49.95. 

The Multistamp Co., 527 W. 21st 
$t., Norfolk 1, Va. Line of small “Mul 


tistamp” duplic itors of the hand stamp 


Prices, 


or rocker type, used for addressing car 
rds, etc. 
P. O. Box 


No information 


tons, for use with post « 
Viagara Duplicator Co., 
1175, Concord, Calif. 


available on current models at press 


time. 
Pekas Duplicator Co., Lock Box 306, 
Lesterville, S. Do One hand 


“Speedy mode] capable 


small 
stamp Printer 
of printing copy to 4 by 6 in. in 
Guide included. Price, $15. 
PostO-Graf- Mfg. Co., Trucksville, 


Pa. Current information not available 


SIZC¢. 
board 


at press time. 
The PrintOMati 
Washington Blvud., 


information not 


Co., Inc., 724 W. 


Chicago. Current 
ivailable at press time 


Rex-Rotary Distributing Corp , 387 


Fourth Ave., New York. The “Rex 
Rotary” line consists of three electric 
and five manual models of the twin 
cylinder, silk screen type, using paste 
ink, Maximum printed area capacities 
range from 8% by 134% to 17 by 13! 


in. Features in luck automatic, metered 
ink feed, replaceable for running other 
colors; exact registration for re-runs in 
second colors: 
bell 
ply; edge-to-edge printing on 8'%-in. 
paper. Price range, $190.27 to $981.50. 


automat stop counter; 


signalling exhaustion of ink sup 


Rutherford Duplicator Co., P. O. Box 


13087, Houston 19. Information on 


current models not available at press 


time. 
The 
Nor ton, 


Speed O-Matic Co., 
Hollywood, Calif. 


size manual duplicators. 


7640 UW 


Post-card 


. Larch 


Information 


Speed O-Print Corp., 1801 H 
mont Ave., Chicago 13. 
on current models not available at press 
time 

Vari-Color 
Lincoln St 


Duplicator Co., 5300S, 
Okla 


tion on current models not available at 


Shawnee, Informa 


press time. 


Automation— 
(From page 42) 


Company spokesmen said the new 
equipment was designed primarily to 
small 


the 


to put his accounting fig- 


: : : 
meet the needs of a relatively 


accounting operation, in which 
user wishes 
ures directly on punched cards, in 
contrast to the Sensimaticto-Punched 


Tape equipment. 


Medical services 


(From page 28) 


to set up a medical unit, have cared to 
And 


were 


initiate one. sO comparatively 


few such units ever established. 


4. little more common, but still by 
no means universal, was the small of- 
fice’s habit of making some kind of 
contract arrangement with a nearby doc 
tor to handle any employee health or 
emergency problems that might arise, 
the employee being sent to the doctor’s 
ofhce when anything was wrong. This 
had the obvious drawback that it would 
work out fairly well only if the office 


illness coincided with the doctor's office 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


Tuterchangeable < 
ORGANIZATION , a 


CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


STO 


SS — =, 
D- my ‘ ‘ 
OTORS CORPC 
= 4 
ros 
- 
= 
~> ~ 
= 
LL 
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ae 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

+ All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free Mlustrated Folder 
with I’rice Schedule No. OM-2 


MANAGEMENT CONTROL CHARTS CO. 


1731 NM. WELLS ST. CHICAGO 14, ILL. 
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this white elephant is made of paper! 


Are you feeding one in your office? Most offices are! 


He's that mass of ever-accumulating records that bulks 
up files, eats up space, and gobbles up big hunks of 
profit! 


If you have any doubt about this beast stalking your 
office — try these three simple tests: 


Test #1 — Do you have an organized policy covering 
systematic retention, transfer or destruction of all papers 
and documents? If not, you must be feeding this ele- 
phant! Tremendous savings are possible. Assuming 
you have 50 files, annual savings of $3850" will result 
from the 35% of the records to be destroyed... 100 
files double this amount, and so on. And savings from 
“destruction” are only a drop in the bucket! 


Test #2—How long does it take to find or file a 
paper in your organization? It should not take longer 
than | minute. If it does, your company probably 
needs a Records Analysis. 


Test #3 — When you ask for a file by subject instead 
of by name do you get all the records pertaining to that 
subject — and are they in order for best use? A subject 
file is the backbone of a record-keeping operation — 
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the source of vital facts for management decisions. 
Untold dollars ride on those decisions! 


Why delay? Get the latest information on actual dollar 
savings possible through modern records management 
methods. Get rid of the white elephant in your organi- 
zation. Start today by checking the coupon for this 
valuable free literature. 


Ptand. 


DIVISION OF SPERRY RAND CORPORATION 


Room 1332, 315 Fourth Avenue, New York 10 


Kindly send literature checked 


> 


BS032 Get These Annual Dollar Savings From Your Files’’ 
X1200A A Basic Plan For Record Retention & Destruction” 
LBV396 How to Simplify Your Files And Filing Systems 
X1615 "Your Records — How To Cut Their Cost” 

.BV676 Kompakt Catalog 


I 

I 

I 

| 

! 

[] BSD58 — “Complete Microfliming Service” | 
Mame Tithe I 
‘ ! 
ompany i 
Address i 
I 

- 


‘ 


City Jone State 
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‘Step Up Efficiency 
CUT DOWN 
COSTS! 


with hop 


SEA FOL 
BOWL 


Modern office management de- 
mands the right materials to hit peak 
efficiency and economy in routine 
work. And smart management has 
found SEA FOAM the RIGHT MA- 


TERIAL in lightweight paper. 


Because it handles smoothly, lies 
flat and gives maximum number of 
copies at one typing, Sea Foam is 
the ideal sheet for increasing secre- 


tarial efficiency. 


Personnel prefer it, too, for all 
kinds of office forms. Sea Foam’s seven 
colors speed channeling of forms, 


reduce time-consuming handling. 


Secretaries and printers alike have 
long preferred SEA FOAM. You will, 
second 
correspondence 
sheets, or multiple office forms, speci- 
fy SEA FOAM and economize while 


too. Next time you order 
sheets, inter - office 


you step up efficiency. 


7 


of SEA 
FOAM—write on your 
letterhead, Dept. OM-2, 
Brownville Paper Co, 
Brownville, N.Y 


7 
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hours, at a moment when his calendar 
was not crowded with appointments. 
If all these conditions were not met, the 
employee might as well be sent home, 
even in cases of minor illness, or sub 
jected to the well-meant, but often in 
effectual ministrations of the girl in 
the office who knew “something about 
first aid,” in the minor emergencies. 
A solution to this particular dilemna 
New York 
City by the Life Extension Examiners, 


is now being offered in 


a well-established medica! 


institution 
that has for forty-two years been one 
of the city’s leading clinical units serv 
ing as a center for periodic health ex 
aminations for business executives and 
ofthce employees. Basically, the Life 
Extension Examiners plan meets the 
ideal criteria for the smal! office medi 
cal unit—it provides a central dispen 
sary whose costs are shared by several 
companies, and which exists solely to 


serve those 


companies, Sut it exists 
with the significant difference that it 
is opened, equipped, and staffed by 
Life Extension Examiners, and then its 


services are offered to the 


individual 
In other 
the self 


take on the 


companies on a contract basis. 
words, the office need not be 
starter, nor need the office 


responsibility ol finding other com 


panies to share the cost 


Basically, the Life Extension Exam 
iners’ new plan began as a venture in 
which the organization simply rented 
space in a large New York office build 
ing, established a dispensary, and then 
circularized companies renting space 
within the building to make its pres 
ence known, and the contract rates for 
which it serve the 


would companies’ 


needs. The program has proved so 
popular that the first New York unit, 


in the Commerce Building, has now 
b 


been followed by ¢ 


ght other dispen 


saries, two ol] which were op ned with 


in the first two weeks of February. 


Tenants who decide to participate 


in the building Central Medical Dis 
pensary Plan pay a flat rate of six dol 
lars a year per office employee for use 
of the dispensary. There is no limit 
to the number of calls any employee 
or any company can make on the dis 
pensary; the six dollar rate covers 
every service the dispensary offers ex 
cept pre employment physical examina 
tions. These examinations can be ar 
ranged for on a unit rate, if a par 


th ipating 


company wishes to do so. 


First aid, medical 


emergency treat 
ment, simple medications, the giving 


of innoculations ordered by the em 


ployee’s own physicians, and explora 
tion of personal health problems by 
staff members with the employee are 
all covered in the one set fee. 

Each dispensary is equipped with 
the standard facilities of an office medi- 
cal department: an oxygen unit, beds 
in individual cubicles, wheelchair, and 
medications for the normal run of ill 
nesses. It is staffed by a registered 
nurse on a full-time basis, while a Life 
Extension Examiners doctor is available 
lor emergencies. 

The group subscription services in 
clude, in addition to emergency medi 
cal treatment at any time during work 
ing hours, clearance by the nurse of 
an employee's ability to return to work 
following an illness or accident. 

When the units were first opened, 
they were designed to handle just these 
services. Pre-employment _ physicals 
were not included, nor were they ever 
given at the building medical unit. If 
a company sharing in the central build 
ing medical unit also wanted pre-place 
ment physical examinations, or periodic 
physical after 


examinations employ 


ment for its staff, it was necessary for 


TYPEWRITER 
MOUNT 


SMUT 


Mounts and Silences 
ANY TYPEWRITER 


for Standard 
Typewriters 
$7.50 Retail 


Model E 
For Electrics 


$12.50 Retail 


Finger tip swing action 


Standardizes typewriter fastening 
Eliminates noise and vibration 


Theft-proof 
Economical @ Sanitary 
Lasts a lifetime 


o 
* 
@ Rapid interchange 
es 
- 
* 


Send for Literature 


BUSINESS MACHINE 
PRODUCTS, INC. 
8 Engle St., Englewood, N. J. 
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Ritton, quuiok 
It's ADDO-X’s precision 
manufacture that reduces 
operational noise to a whisper. 
With new fast action,” 
fingers literally dance across 
the keys. The STEP-O-MATIC 
lever offers calculator 
performance at adding 


machine cost when 
multiplying. 


Write today for literature ft. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


“At 175 r.p.m. WEST COAST BRANCH 


WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD. 
tAlso on our NEW two register machine. LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5.2247 


For further details mail this advertisement with your letterhead. 


MARCH 1956 For More Information Use Reeders’ Inquiry Coupon on Page (04 


- 
P its) 
me | 
- oe 
: 7 | ‘ 
a3 > ine in eB! 
“3 ; a : ' ai — | mn * ae 
_. — = eet; at 
- . ae = a, 
| BE n° et a 
‘ j rs ae, 5s ee @ 
F 4 ; 7 fy a Abas 
i i = ie a 
» P - % Bae tt 
y é 4 j ' aes oe 
/ \ ff | q . v1 | 3 
“ae ae a 
a) , - 
Mh f/f abe 
A a Oo... J ae 
J va ik 
LSA /, “ik 
= fj ee y 
a 4 
jeeae 
ae t 
Be 
ee re 
a iit ; | 
es M ee y . ae af iy ’ | a ois 7" Aa Lao ; aaa a Sein a t a te oe, i) a oe cf 20 ie 


New ! Pitney-Bowes Scale for small offices 


This new mailing scale, precision-built by Pitney-Bowes, computes 


postage costs from 4 ounce to | pound, is a real saver of time and 
postage in any office. Its handy cylindrical chart permits swift, safe 
rating of letters and small parcels including air mail. Prevents loss 
of postage money through overpayment, and loss of good will 
through underpayment (with resulting “postage dues"’). 

Other models for larger mailers include parcel post up to 
70 Ibs, Ask your nearest PB office to demonstrate, or write for 
free illustrated booklet 


& PITNEY-BOWES 
Mailing Scales 


y PITNEY-BOWES, INC., 2979 Walnut St., Stamturd, Cona, 


Originators of the postage meter offices in 94 citles 


PREE: Handy Cesk or wall chart of Postal Fates 
with parcel post map and zone finder 


? 


€ 


PEIRCE DICTATION 


“4 


costs you 


nothing to use 


WITH LIFETIME MAGNETIC BELT 


Your Choice of Dictating, 
Transcribing or Combination 
Machines—On Rental, De- 
ferred Payment or Outright 
Sale. 


Get Complete Details Now 
—clip this to your letterhead. 


ut 


LEULRG 


Peirce Dictation Systems, Inc. 

5900 Northwest Highway Chicago 3}, Ill. 

More Than 200 Dealers in U.S. and Canada 
Peirce Magnetic Belt—Dupont Mylar 
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it to make entirely independent ar- 
rangements with Life Extension Exam- 
iners, and send those who were to be 
examined to the organization’s main 
office. However, this policy recently 
has been changed, so that the building 
medi al units are now prepared to con- 
duct pre-placement physicals as well as 
the ongoing program which they were 
originally organized to carry out. A 
doctor is not in attendance at all 
times, but, depending on the number 
of tenants who wish this added service, 
a regular Life Extension physician will 
either be on hand on certain days of 
the week to make examinations, or 
else will be on duty for a given num- 
ber of hours each day inthe unit. 


Examinations charged separately 


This latter service involves a separate 
charge per person examined, and is in 
no case included in the six dollar d 
year per employee general charge lev- 
ied for use of the unit. It is also a sep 
arate contract arrangement. There is 
no obligation for a company contract- 
ing for dispensary services to use Life 
Extension facilities for pre-placement 


examinations, 


Although in practice, the building 
medical units usually draw the great 
majority of their client companies from 
tenants of the particular building, there 
Is no restriction on a contract arrange- 
ment being made with the dispensary by 
a tenant in a nearby building which does 
not have a unit of its own. The pro 
cedure for employees of companies 
using the service is precisely the same 
as it is for employees of a company 
with its own medical department. 
They may use the center at any time. 
No appointment 1s necessary unless 
they are coming in for a regular series 
of treatments or shots in which case 
a schedule is worked out between pa 
tient and nurse. The centers function 
during the normal working hours of 
the client companies, and the nurse is 
always available for counseling as well 
as nursing services, 

The standard, and well-established 
rules that have been evolved for indus 
trial medicine are scrupulously ob 
served. Thus, one of the basic tenets 
of all industrial medicine has been 
that the privacy of the patient doc- 
tor relationship must be preserved. 
This has meant in in-company medical 
units that the results ol phy sical examin 
itions, for instance, were never made 


= ome 
public to management. There is 4 
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PAPER CO. 
630 Filth Ave. New York 
© St. Marys Kraft Corp 

© Gummed Tape Dw 

© The Cellucord Corp 

© Kraft Bag Corp 


returns 133% 


“Our first National machine saved us 
$6,000 the first year. When we in- 
stalled a second National machine we 
saved an additional $14,000 yearly. 
These savings were a direct result of 
reduced payroll costs, time saved, 
overtime eliminated and valuable in- 
formation being made available. We 
also obtained further benefits in hav- 
ing records posted to date, quicker 
accounting information, and easier 
auditing. Our National System now 
saves us $20,000 a year, a return of 
133° on our investment. 


THE GILMAN PAPER Company, leading specialists in modern paper prod- 
ucts, with mills at Gilman, Vermont, and St. Marys, Georgia, relies on a 
modern National System to provide complete accounting information 
for efficient business operation. 


“Our Salional System 
saves us*20,000 a year... 


annually on our investment !” 


— Gilman Paper Company, New York, N.Y 


“We have recently installed a third 
National and we know from our past 
experience that we will obtain sub- 
stantial additional savings in the 
future. Naturally, we are highly 
pleased with the results our National 
System has provided.” 


Vice President 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


986 OFFICES IN 94 COUNTRIES 
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You would do well to investigate the 
many advantages of a National System 
No matter how complex your accounting 
problems may be, there is a National 
System specially adapted to your need 

Call your nearby National representative 
for complete details on how Nationals can 
“ave you extra time and money. His 
number is in the yellow pages of your 
phone book 


*TRAOE MARK REG UV & PAT OFF 


ACCOUNTING MACHINES 
ADDING MACHINES « CASH REGISTERS 
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smoother 


METAL DESK TRAYS 


Streamliner desk trays incorporate every 
possible feature for maximum convenience 
plus modern styling, functional design, and 
color harmony. Trays may be rigidly stacked 
to any desired height. See your G/W Dealer. 


Cincinnati 12, Ohio 


FACED WITH A 
SPACE PROBLEM? 


YOU CAN “FILE TWICE AS MANY 
RECORDS IN THE SAME SPACE" — 


or The Same Amount of Records 


in Half the Space 


ae 


with the 7 


Visi-Shelf Units are available with doors 
for maximum record protection; without 
doors where dust protection is not essen- 
tial; or in @ combination of both! 


Send for Record Survey 
Form & Terminal Digit 


Filing Manual. 
| ie Obligation! 


Protected by US Por 


Seer ceee ea @@eeeeaeas 2ee eee 


slight compromise with this general 
rule, of course, in the case of pre-place 


ment physicals; obviously, the main 


point of a pre placement physical ex- 


amination 1s to demonstrate to manage 


ment the general level of a candidate's 


health, and the general work load he 
this 


company 


may be expected to carry. For 


reason, most industrial and 
medical departments have made it a 
practice to report to management in 
general terms on an employment can- 
didate’s overall state of physical health, 
without going into specific medical an 
alyses. The physical examination re 
port then becomes just one factor in 
the overall picture on which manage 
ment judges whether it wishes to em 
ploy any given candidate. 

This pattern is followed in the pre 
placement examinations offered at the 
centralized medical units. A_ general 
report will be given management rat 
ing the candidate as to ability to carry 
on any type of activity, ability to carry 
limited activities, etc. Management can 
then evaluate the health factor, along 
with all other pertinent information, 
in judging the candidate. 

Beyond the pre-placement examina 
tion, all contacts between the employee 


and the medical 


unit are 


pr 1V ileged 


ents 


Visi-Shelf File, Inc. OM-3 
105 Reade Street New York 13, N. Y. 
Please send the following: 

File Survey Form 

Manual on Terminal Digit Filing 

Catalog & Name of nearest distributor 
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just as the patient's relationship with 
his own family doctor is privileged. 
Like every other industrial medical 
unit, the dispensaries will not prescribe 
or give medical treatments, except in 
emergencies, or, as is the case with 
direction of the 
patient’s own physician. Their primary 


inoculations, under 
value in medical terms is that they offer 
a patient who might be inclined to 
ignore warning signals an indication 
as to when he had better see his own 
doctor. A worker who would not think 
of going to see his personal doctor for 
a minor illness will drop in casually 
at the dispensary, “to ask the nurse for 
something.” The nurse on duty is, 
of course, not qualified to diagnose for 
him, but she has far better knowledge 
than he of whether he is ill enough 
to require medical services or not. 


Organization serves nationally 


The 


nated this new service numbers many of 


organization which has origi 
the nation’s leading firms among those 
which had 


tor some time for tts original service 


companies have contracts 


the giving of periodic complete physi 
cal check-ups to executives and em 
ployees. Through a network of more 
than 3,000 doctors across this country 
and Canada, its basic physical exam 
ination services are also extended to 
firms in every part of both countries. 
The local doctors conduct complete ex 
aminations tor personnel ot companics 
in their areas, and send all their find 
ings to the Life Extension examiners 


in New York for review and analysis. 


The company has also had previous 
experience in creating and stafling reg 
ular in-company medical departments, 
since it supervises the medical depart 
ments of three major New York firms, 
Babcock and Wilcox Co.; Batten, Bar 
ton, Durstine, and Osborne: and W. T. 
Grant Co. 


The immediate advantages of the 
centralized medical unit in cutting ab 
sentecism, by helping the worker who 
is temporarily not feeling quite up to 
the mark, while protecting and alert 
ing the worker who is really headed 
for illness, are obvious. Less obvious, 
less tangible, but equally real, are the 
positive benefits that are obtained by 
the company whose workers have a 
medical unit available for their needs 
at all times. A worker who would 
not think of consulting a doctor unless 
he was seriously ill and realized it, 


will have no hesitancy in calling on 
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Odor Control Is A Profit Builder! 


How to keep talent happy 


Despite the finest air conditioning systems and carefully 
designed studios and offices, both artists and executives of a 
major recording company complained of annoying food 
odors. Garlic and other cooking smells from nearby res 
taurants were drawn in from the outdoors by the air 
conditioner fresh air intakes. Management, recognizing the 
adverse effect of poor ait quality on personnel efficiency 
called in Airkem odor-control experts. 


Airkem equipment was installed to vaporize Airkem odor 
counteracting solutions into the air stream of the air con 
ditioning system. No other changes in the air conditioning 
system were required The odors were neutralized and com 
plaints stopped. Operating personnel stated that even major 
structural changes could not have duplicated the results of 

the simple and economical 


Airkem installation. 


Odor Control is a profit builder for 
transportation companies, amuse- 
ment areas, cocktail lounges, dairy 
industries and food handlers. 
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Airkem has a long record of success in eliminating com 
plaints arising from stale air in offices, stores and restaurants 

or in fact, wherever people meet indoors, Airkem formulas 
are used to neutralize cigarette and food odors in stores and 
restaurants, Othes applic ations of Airkem formulas include 
treatment of industrial waste: product odors in building 
maintenance and in rest room service. Truckers, railroads and 
ship lines use Airkem to counteract odors from shipping 
facilities after carrying odorous produc ts 

Mail in the coupon for more information or free survey 


by Airkem Field Engineer 


poc----------------- 


AIRKEM, INC., 241 Lost 44th Street, New York 17, m. ¥ 


Send me more information on Au Conditioning Services 
ft) General Odor Control Industrial Uses 
Have Airkem Field Engineer Call 


Sanitary Uses 


Name 
Company 


Address 


City 
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Now... Carbon 
“Weather Cond 


*% Exclusive "Weather- 
Conditioned” 
makes Carter's Special 
Occasion carbon paper 
handle easily under all 
of weather 
conditions...prevents 
Slippage and stenciling. 


Good carbon paper is expected to 
be clean, handle easily, make 
good copies and wear well, and 
Special Occasion 


features are consic 


But Special Occasion is more 
than a good earbon .. . 


outperforms and 


development, the “Weather Con- 
ditioned” formula. 


. “the proof of the 


CAMBRIDGE 


Information Use Readers’ 


ioned” 


: Carter’s Special Occasion: 
Carbon Paper | 7 


pudding is in the eating”. Your 
own test will do more to show 
you why “Weather Conditioned” 
Special Occasion Carbon is the 
carbon for your office than any- 
thing we might say. 


Make your own rigid test. 
Write us for samples, telling 
us Whether your office has electric 
or regular typewriters, and how 
many copies your secretary 
usually makes. Then you'll know 
why “Weather Conditioned” 
Special Occasion is the most 
modern, yet the most economical 
carbon your office can use. 


On Sale at Leading Stationers and Office Outfitters 


THE CARTER'S INK COMPANY 
MASSACHUSETTS 
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aper that’s 


the dispensary where services, are, alter 
all, tree as tar as he 1S concerned, 
Thus, serious illnesses with warning 
signals that are not too frightening are 
often caught tar earlier than they 
would be otherwise. k.ven more im- 
portant is the quick detection of symp 
toms or conditions that, not themselves 
serious, still are forerunners ol troubles 
which might very wel] become serious 
in time. The employee, alerted to the 
possible implications ol these symp 
toms. can see his own doctor for advice 
and early treatment. 

In general human terms, this ts prob 
ably the greatest contribution indus 
trial medicine generally has to make 
the tremendous aid it can be in extend 
ing the whole scope of preventive medi 
cine. This concept, while not fully 
realized except where a company makes 
available some system ol periodic com 
plete physical check-ups for its em 
ployees, can still be enlarged tremen 


} 


dously by the type of service available 


through the Life Extension Examiners 


building medical dispensaries. 


Random access 
(From page 26) 


this arrangement of the Bill of Mate 


rials tape since the entire torecast ol 


models can be loaded into the system, 
and reterence made to it as required. 
This tape is in the same sequence as 
the Inventory tape, and in fact, can, if 
desired, be combined with it. 

Figure 2 also indicates that if all the 
models which have been forecast tor 
manufacture can be stored on a ran 
dom access drum system, then the total 
requirements for any part can be estab 
lished immediately. This figure can 
then be processed against the inventory 
and other balances to determine if some 
expediting action 1s necessary. All of 
this processing, the determination of 
the requirements, and the COMMparisons 
with the various balances, can be per 
formed in just one pass ot the sill ot 
Materials tap through the processor 

If the Bill of Materials tape is in 
model number sequence then, as can be 


seen from Figure 3, 5, it is nec 


page 
essary to peritorm a sorting and collat 
Ing Operation to arrive at the total re 
quirements for each part The require 
ments are then processed against the 
inventory tape ina separate run. This 
type of Bill of Materials tape is neces 
sary when considering a limited drum 


storage system. 
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Each method has its limitations. In 


order to illustrate this further, let us 


assume the following data: There is a 
total of 50,000 parts. Each part is 
used in approximately six models. 


There are 10,000 models each requir 
30 parts. 2,000 mod- 
the 
period of forecast being six months. 


ing an average of 


els only are forecast at any time, 


When the Bill of Materials tape is in 


part number sequence it 1s necessary 


to periorm a 


look-up to the random 


access system to see if model has 
This 
involves six look-ups for each part or 
a total of 300,000 look ups. 
takes al 


up time 1s 


any 


been forecast for manufacture. 


Since each 
this look 


125 minutes. 


yout 25 milliseconds, 
approximately 
Using the other method, although 
2,000 look-ups are that 
is, one look up tor each model in the 
the 

the B/M 


‘. . . | 
sequence 1s also a time consuming op 


only necessary, 


forecast, sorting required by hav 


ing tape in model number 


eration. For the figures quoted approx 


imately eleven passes of the tapes 
through the machine are necessary to 
accomplish the sorting. The time lor 


these eleven passes of the tapes is ap 
proximately 150 minutes. 
The 


much 


two times 
alike lor 


upon them alone, 


established are too 


da decision to be made 
but the way in which 
one method may fit in with other jobs 


to be performed would be a highly 


important tactor, 


Random 


paratively 


access equipment is a com 


new innovation in the data 


processing held, a field in which manu 


facturers are constantly striving for, 
and achie\ Ing, improvements, The im 
provements sOMCLIMES outstrip our 


knowledge of how to utilize them fully, 


but ce rtainly random access equipment 
fulfills a very real need at this time. 
It seems very possible that the expe 
rience gained trom the use of large 
random access systems may easily open 
the way to new concepts in file main 
tenance and business processing appli 
cations. 

ae or 
Reading 

(From page 31) 

your speed. Perhaps you do not actu 


] 


ally say the words with your | 


if hy 
Ips, but 


you still may vocalize to the extent that 
a slig t movement of the muscles in the 
eta can be detected. If you find 


yourself vocalizing in 


ways, 


either ol these 
place your fingers on the lips or 
the part of the throat which Is MOV! 
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New...a Typewr 


that gives 


plus 


* with a special bonus 
---Carter'’s Silvertip 
Clean End, to keep 
fingers clean... 
Secretaries happy 
when ribbons 
are changed. 


Carter’s “Super Nylon”, with 
the Silver ‘Tip, gives typed 
letters that “steel engraved 
Executive Tone. 


Carter's “Super Nylon” 
gives you more “mileage” 
per penny than ordinary rib- 
bons. 

Carter's “Super Nylon” 


comes in three inkings, and 
in special tough fabrics for 
hard-pounding electric ty pe- 
writers... 


“Execulive 1 one 
long mileag 


These are just three good 
reasons why Carter's Super 
Nylon ribbons are actually 
less expensive than ordinary 
“economy brand” 


For real proof of Super 
Nylon superiority, buy a 
dozen from your local dealer. 
We have a hunch that after 
have given that trial 
dozen your own rigid test, 
you'll Standardize on 
Carter's Super Nylons. 


you 
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THE CARTER’'S INK COMPANY 
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CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 


industry. 


whatever 
your 


postition 


You'll save time & maney 


| 


by using this 


| CAEL ORL 


| GVOLLLAAT i 


Pe ee 


0.6 


Have You Heard About . . . Have You Seen 


CONVOY "’Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 


record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 
product of Convoy’'s 
chemical impregnating 
process that makes 
corrugated board 
flint hard rock strong. 


types of 


WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


P.O. Station B, Box 216-0 
Canton 6, Ohio 
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Whenever you feel the movement 
starting, 
self of this habit by conscious and per 


stop it! You can break your 


sistent attention. 

Analyze your reading habits to see 
if you reread a great deal. Read a selec 
tion and note how many times you go 
back to reread a word, phrase or sen 
tence. If you do not reread at all in 
pursuing non-technical material, thea 
all is well and good, If you frequently 
reread, then set about to break your 
self of this habit. When you feel the 
urge to reread, just proceed straight 
ahead. You'll probably be surprised 
to find that you didn’t miss anything 
after all, and in the meantime you will 
have saved yourself a lot of time. 

Now begin your speeded reading 
practice in earnest. This practice should 
be of two types: (1) General informal 
practice throughout the day; and (2) 
Specific practice within stated periods 


of time, 
Use techniques constantly 


Your general informal practice will 
consist of forcing yourself to read fast 
er everything that you have to read all 
day long. Try the same techniques 
that you used in reading the article 
above on everything that you read. 
Regardless of whether you are read 


ing memos and ads that are piled up 
on your desk, news items, magazine 
articles or chapters in books, push 
your eyes along as fast as you can make 
them go, and speed up your mental 
process of gathering meanings. 

You have to work at this business of 
increasing speed. Nothing short of 
continuous and abundant practice will 
develop the new rapid reading habits 
which you wish to acquire. So jolt 
yourself out of the old complacency and 
force yourself to read faster every time 
you have or can make an opportunity 
to read. Take in whole meaningful 
groups of words at each fleeting glance 

You won't be able to read technical 
material as rapidly as non-technical 
material and while you are breaking 
old habits and establishing new ones, 
it 18 hoped that the bulk of your read 
ing practice may be concerned with 
non-technical content. Don’t shy away 
from any technical reading that you 
have to do, however. If this is a must 

| 


in your daily program, apply the same 
" 


speed reading techniques to the tech 
nical material as to the non-technical 
material. Your rate in reading non 
technical material will always be high 


er than your rate in reading technical 


material which is closely packed with 
facts, but the speed with which you 
read this technical, factual material can 
also be raised to a phenomenal rate 
with concentrated practice. Our best 
advice to you at this point in your 
reading improvement program, how 
ever, is to focus your speed practice as 
much as possible on non-technical ma 
terial until you have established new 
habits of rapid reading. When you 
have raised your rate 200 or 300 words 
per minute in reading non-technical 
material, then start a concentrated 
drive on increasing your speed in read 
ing technical content. 


Safeguard Your 
Business Secrets 


Now you quickly and easily destroy 
confidential papers and obsolete 
records right in your own office. 


NEW SHREDMASTER 


Bantam 10 


Portable shredding machine designed 
especially for office use, the size 
and weight of a business typewriter! 


. 
younvian § 
in WERE 


The only office paper 
shredding machine that 
destroys confidential pa- 
pers quietly and cleanly 
Greater capacity, speed f 

and safety than ever be- UNREASASLE SHREDS ; 
fore! Compact, modern % SOME OUT HERE 
design. Exclusive slanted ° 
gravity feed speeds shred- 
ding of paper in multiple 
thicknesses, tickets, cards, 
coupons and labels. Any- F Re E E se 
one can operate the ad 
Bantam 10. Safety throat aa ~~ 
assures protection. Priced 
well within the budget of 
all businesses, large or 
small. 


* 
- - 
"eee 


Illustrated descrip- 
tive folder in- 
cludes 10 day free 
trial details. Write 
“BANTAM 10” on 
your letterhead or 
postcard, and mail 
today to 


-Zhe SAREDMASTER ‘7... 


9 East 40th Street, New York 16, N. Y. 
Manutacturers of the most complete line of 
Otfice and industrial Shredding Machines! 
A Division of Self Winding Clock Co. Inc 


Ask for brochure D 
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You Get Things Done 


BOARDMASTER VISUAL CONTROL 


Graphic Picture of your operations— 
spotlighted in color. You see what is 
happening. Saves you time, prevents 
errors. Simple and Flexible. Easy to 
operate. Write on cards and snap in 
grooves. ideal for Production, Sales, 
Scheduling, Inventory, etc. Made of 
metal. Compact and attractive. 


Full Price $4950 with Cards 
24-PAGE BOOKLET NO. G-300 
FREE 


Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 


a 


need a SPECIAL index aiuail 
build it yourself with... 


Smith’s 
OPNWINDO 
Steel Guides 


Just type the captions you 
need—slip them quickly 
into these movable 
clamp-on guides. 1001 
other uses to save time 
and improve your filing. 


Available in 1” or 
2” widths. Packed 
25 to box with 
labels in strips for 
easy typing. Also 
alphabetic labels 
to 200 subdi- 


visions. 


See your 
office supply 
dealer or 
write 


CHARLES C. SMITH, INC. 


XL TER, NELBRA 


For more than 50 years a complete line 
of time-saving signals and inde 


For More Information Use Readers’ 
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So much for your general informal 
practice in connection with your regu 
In 


lar day-by-day reading activities. 


veneral 
general applica 


addition to this more 
tion and practice, you should set asicle 
at least one period each day tor specitic 
practice. During these daily periods, 
you should practice intensively on speed 
improvement and keep records of your 
progress. 


You 


minute 


might start with three five 
practice periods, then gradually 
increase to Six five-minute = practice 


periods. 
How to practice 


Go into a room by yoursell as pre 


viously Choose non-techn 


cal 


tice 


supye sted. 


material the first several prac 


lor 
periods, Set an alarm clock at five 


minutes past the time that you expect 


to begin reading. Now muster up all 


ot the energy that you can command 


t low k 


you 


rht moment on the 


and at the rig 


begin to read—just as tast as can 


push your eyes over the lines of 
You both 


your 


print. 


must train your mind and 


eyes to a new tempo in reading. 


Get them accustomed to traveling fast. 
drive them at as 


Consciously high a 


S| d as you can! 
When the 


Find out 


alarm clo k rinys 


how many word 


the 


you 


read, and divide total number 
five in order to pret the average 
Record thi 

under the 


Trial 


lo find the 


ber per minute numbes 


in your notebook urrent 


date and label it “First 


An easy way number of 


words which have read without 


ictually counting every on 


you 
of them 1s 
number of word 


is follows: Count the 


| 
im several 
You 


| 
number 


You miady 


different Jines the 


will find that 


on pay 


there wme one 


that recurs again and ag 


assume that this number 


| 
averape number ol word 
I to do 18 te 


na you ha 


1 


find the total number of lines you read 


ind multiply it by this number 


In iddition to finding out speed 


you! } 


reading, you t 


lon. It 


mu your com 


possipic, 


! 


you ten question on 


SOrCconic 
content 


‘T he n 


for each 


what you have just read core 


answers ten one that 


{ 
swered correctly 


\ 
int arranye to have omecone 


you, then try to check your 


scl on your 


understanding of what 


, oye ge 
you have read, Tell yoursel! what you 


rot out ol 


zg this reading. I'ry to sum up 


the mayor ideas from the be ginning of 


for increased office efficiency 


SOUNDEX 
PARTITIONS 


. . . Soak up noise 
like blotters 
soak up ink! 


HERES WHY 


Partition panels 
consist of perfor- 
ated surfaces 
over acoustical spun 
glass and “‘float- 
ing” sound baffle. 
Incoming sound- 
waves are trapped, 
snubbed and dis- 
sipated. You'll love 
the silence... 


WRITE FOR 
FREE CATALOG TODAY. 


SIL pial Ine 


2417 FASGTERNAVE.,S.©.,.GRAND RAPIDS, MICH 


A 
Necessity 

In 
Modern 
Business! 


Saves 70% in Time 
and Labor! 


STAPLEX is the Automatic 
Stapler Time tested 

in profita use 

PAYS FOR ITSELF in no time by 


Stapling time and costs 7 


EFFORTLESS Staples automatically 
leaves both hands free to work 
always top Stapling 


Electric 
Thousands 


cutting 


ma more 


efficiency 


RELOADS IN 2 SECONDS from the front 
No tools needed Uses Standard 


~ 4 Size Staples 


T 


770-41H AVE 
Brooklyn 12 
New York 


ve Stayplex «- 
|} Literature 
Free Demonstration 


NAME 
COMPANY 
ADDRESS 


For More information Use Readers 
Inquiry Coupon on Page 104 
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* the article to the point at which you another five-minute practice period. 
; Is stopped reading. Now check back Strive to read more words than you 
‘i through the article itself to find what did during the first five-minute period. 
ae lung cancer you had wrong or what you omitted. Record your score. Check your com- 
mg Do not be discouraged if your com prehension. Then take another five 
x . 7 9 ! ) 
aa increasing : prehension drops pretty low during minute trial, and another as long as 
<a these first practice periods. This often you can concentrate well and work 
The answer is Yes—and very happens. Don't let a low comprehen intensively. Don’t continue after you 
rapidly, too. In the past 20 years, sion score slow you down at this stage begin to tire, 
deaths _— lung ana ped in Keep right on pushing yourself to a If you will follow these instructions 
wome ave increased ove - 
—— B Reve In SOSESS Over high speed. Let yourself go, whether faithfully, you will be amazed and 
200% and in men over 600%. In Safi s , siee tf ar f , —" hick 
he oO jot you are ye iy 1 mca wo yratihe d ve yroyress which you 
*. 1954, 17% of all male cancer S ° 1 ° 5 : Prog , 
a very thing cover. tant ‘ 
a deaths were due to lung cancer. every or. you cover i¢ importan will make. 
¢ thing at this stage is to accustom your T » 
zB z ; (To be continues 
j You can help fight lung cancer we) 
F > self to a new tempo in covering print " 
5 ~and all forms of cancer—in ; 
ed pages. 
two ways. A thorough checkup Pap 
at least once a year... anda Of course if you continue to do bad 
. . 1 ‘ 
check to the American Cancer ly with comprehension after, let us say, Forms— i 
Society. ten different sittings of practice, then 2 
2 , (From page 35 
Give to your Unit of the Ameri- you should worry about me anings and From page ) 
can Cancer Society or mail your devote more attention to this phase of printing a six months’ supply and can 
ICE ” P ~ . ! , . 
; gift to CANCER, c/o your town’s your improvement. You will be given vassing the divisions quarterly, we were 
fe Postmaster. 


a great deal of help on comprehension able to combine as many as nine letter 


in the subsequent articles. W ith the head orders ata considerable Saving. 


, uid of the additional techniques sug By the same token, if envelopes are 
American gested, your comprehension improve ordered at one time, as much as 60 
ment should keep apace with your 


: I 
wit Cancer specd improvement, 


once your new 


percent of the cost can be saved. As 


‘ a rule the price is based on the total 
€ . ‘ ed habits he om established and be { ‘lopes { yy - - 
Socie . number of envelopes for a given size 
S ® ty effective. and a charge of $1 for each change of 

Now with all of this in mind, try address. 
| [Made clear for you, in the 
it J 4 h | | language of management 
| it’s in your bag! 
S the information you 
- the AVING by uSINg need to select and use 
the new electronic 
< SPRI N G D FX’ clerical systems 

} AEBLIND= RECORDS d INDUSTRY 

{ By RICHARD G. CANNING 
fe Partner, Canning, Sisson & Associates and 

, ‘ : ‘ 
Fa Pg regardless of Univ. of California, L. A. 

} P 0 " Fully explains the major “patterns” of electronic data 
ae i your present sys processing systems and illustrates them by actual case 
AS / tem, you can con- studies. With knowledge of these “patterns” you are 

/ in position to evaluate the importance of the new 
vert to this easy systems in filling your own special needs. Characteris- 
tics of the systems now available and in use are 
labor-saving method thoroughly covered and a plan of action for develop- 
ing a reliable system is suggested. Provides the first 
discussion in print of the concept of the file main 
1/10 the cost of Visible. tenance machine 

ALL the Advantages of Vertical and Visible. 1956 332 pages $7.00 

ee SEND TODAY FOR YOUR ON-APPROVAL COPIES 

: Effective Tools for Effective Management JOHN WILEY & SONS, Inc. 

WASSELL ORGANIZATION, INC. Westport, Conn. onset ee. et ae 
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Chair courtesy Shaw-Walker Co. 


Office managers lean 
heavily (and safely) 
on Flo-Tilt controls 


Nothing turns office managers grey faster than the 
sight of top brass suddenly hitting bottom when the 
tilt controls of their chairs give way, 

This can’t happen with Flo-Tilt controlled chairs, 

however. A Bassick exclusive, Flo-Tilt operates on the 
A few seconds here — torsion principle—using rubber encased under a 
a few minutes there — ; 40,000-Ib. pressure instead of springs that can fatigue 


day after day DENNISON ; . or break. Tilting action is easier, smoother, sater 
ore Ree “a Needs no lubricating 

ee . 

HANDY HELI ERS are time ’ The Flo-Tilt control is a hallmark of quality on an 

savers in office, school : office chair. Leading manufacturers use Flo-Tilt con- 

and home y, trols—look for them on the chairs you buy. THE 

: uid BASSICK COMPANY, Bridgeport 2, Conn. In Canada: 

Dennison shipping tags, Freth Belleville, Ont 

marking tags, key tags, : How to tell a Flo-Tilt control 

gummed labels and seals, F 

index tabs, reinforcements, 

mending tape and many 

more are 


Handy to Have — 
Have them Handy 


w There are no springs! Neat This rubber encased torsion 
clean appearance. Cannot cylinder controls the tilting 
squeak! action 


Manufacturing Company 
Framingham, Massachusetts 


mid Bassick 


MAKING WORT TUNDS OF CASTERS MAKING CASTERS 00 MORE 
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We had an application that was 
rather expensive to print (and the quan- 
tity was considerable) in a snap-out 
form which was a combination of a 
3 by 5 card for the office and a 51% by 
4, page in a salesman’s call book. The 
ideal, of course, was to have different 


colored pages for each customer classi 


voices to show how much the total 
amounted to. Because it was an ac 
counting form the rag paper was first 
suggested because of its longer life. It 
was reasoned, however, that most in- 
voices were sulphite and no advantage 
would be gained if the necessary sup 
porting documents were of a poorer 


an added incentive to keep down ex- 
penses. 

We use tens of thousands of purchase 
orders per year, mostly five part forms. 
To speed up their preparation we print- 
ed large quantities of these carbon load- 
ed five-part forms with al] information 
printed that was common to all divi- 


F ; 
fication so it would be easier to locate quality than the form they validated. sions. As the various divisions needed 
in the book. However, because of the In making these two changes the forms a supply, we imprinted their name and 
- unavailability of the various colors of were run on a web press and a collator, address, color code and special instruc- 
paper necessary, we resorted to the use making it possible to eliminate expen tions by letterpress. The type pressed 
~ of white paper with a color band an sive hand operations. The saving was through the carbons on all copies clear 
a eighth of an inch wide down the out considerable because we used more 


side edge. This stood out as well as 
though the whole sheet were the same 
color and at the same time the black 
ink on white paper was much more 
legible than on colored stock. Because 
the job was run on a continuous press, 
the color was inexpensive to add 
amounting to only a nominal sum re 
gardless of the length of run. 


On one snapout form on which we 
used rag paper and die cut carbon we 
were able to cut the cost to one-third 
by changing the quality of the paper 
from a rag content to a sulphite paper 
and dropping the form one-quarter 
inch on the paper. The form, called 
‘voucher jacket,” was attached to in 


than 75,000 per year. 
Workers alerted to costs 


We found that 100 percent rag onion 
skin paper was being used for carbon 
copies instead of a manitold sulphite 
paper which cost less than one-third as 
much. To train our workers to use the 
most appropriate paper grade for each 
job a note is placed in each package on 
cherry colored paper with the heading 
“Important.” The text outlines the 
purposes lor which rag paper should 
be used, and when to use the mani 
fold. Most important of all, the prices 


of each are quoted to emphasize the 


great difference in the cost of each as 


I Numbering, Machin 


ly enough for all practical purposes. 
In the few instances where only a three 
part form was used, it was much less 
expensive to destroy the unneeded cop 
ies than to print a special three-part 
form. Where extra copies were need 
ed, we used standard carbon loaded 
blank sheets. By shingling the sheets, 
one carbon served for five sheets or 
two carbons served for two sets of two. 

In one of our divisions we had to 
prepare duplicate progress reports for 
252 territories at three two-week in 
tervals, six copies in all. The division 
set up SIX Copies with five carbons in 
serted in each set. These sets were 
typed and hand posted as information 
was received. At the end of the first 


e Jobs go Faster .. nie Sipe 
; ees from 
OFFICE PROCEDURES 
cs quicker, surer, easier, 
cheaper— 
The answer to all problems 
from A-Z will be found in 
3 HALL 17 at the 
GERMAN INDUSTRIES 
FAIR—HANNOVER 
7 Automatic, all-purpose numbering April 29-May 8, 1956 
hi dl d up d of every- Information and catalogues from:— 
Ny day jobs in office or plant. (Provides 
ie consecutive, duplicate or repeat num- German-American Trade Promo- 
bering.) See your dealer or let us tion Office, Suite 6900, Empire 
send our catalog “How to Select a State Building, 350 Fifth Avenue, 
Numbering Machine.” New York |, N. Y., Tel.: Wisconsin 
F Specify FORCE for the Finest on 7-0727, Telex: Ny 209. 
G 


WM. A. FORCE 


s COMPANe wcoeroaales 
aie NICHOLS avenue. BROOKLYN ONY, 
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= new Avery scl 
close-up —— file folder labels 


faster+neater* cleaner 


. —e = 
on. profit , ; ) Why monkey around with old-fashioned 


; stickers when these new Avery 
4 a" elf-adhesive file folder labels 
Ul rs — turn the trick so handily” 
ie Easy to type in sheet form with 
oe ae ; margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are velf-adheaive with 
nothing to wet or moisten they 
go on at the touch of a paw 
neatly, firmly, and sw iftly. There's 
a moral to this tale of the busines 
jungle If obsolete stickers have you 
up a tree, swing to Avery. Identifying 
file folders with the new Avery 
elf-adhesive Labels is easy 
like pee ling a banana in fact 
easier. Try ‘em soon 


the Barkley 1 ab ox lusive! Only Barkley Rolle right on file tab without 


Tab File Guides are led s SS ERE ECTS 
i S 3 angled anc <3 , 
magnified to give f - S> These NEW AVERY file 
ag o give you taster, folder labels are available 
more accurate filing and finding. it all stationery dealer 
Durable File Guides of 25 pt. Ask for them TODAY! 
pressboard stand up under con- 
stant use in active files. Available 
Card 
in letter and legal sizes with Sedeuss 
A to Z divisions from 25 to 3000 featuring the 
pan “ ¢ " Karkley Tab 
Barkley lab available im Six colors. also available. 
, AVERY ADHESIVE LABEL CORP. Deal 0 
Sold by leading stationers in (17 Liberty St. Mew Yorke: 6085. Dearborn St, 
m68 Calit asAve Ww via, Catiforma 


your community. t mam Offices in Other F 


Discover their 
utility and 


Cc. L. BARKLEY , dust send this 
oo me- ¢ . Just send this 


coupon tor your 


_ Manufacturers of Filing Supplies F tree samples 
ae i ‘ ’ i today 
1220 W. ‘Van Buren St. @ Chicago 7, Illinois 
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two weeks, the last two copies were 
removed and sent out. Then hand 
postings were again made for two 


weeks and the next two were sent. At 
the end of the six weeks, the last two 
were sent. This proved to be a messy 
job with the carbons always in the sets 
and it was difficult to keep them lined 


up lor good registration on the post 
ings 


How preparation was simplified 


We greatly simplified this method 


by printing the form in reverse on 


transparent paper to allow for easy 
erasure and reproduction on the Ozalid 
or Bruning machine. We had only a 
single sheet to type and post to with a 
pencil. At the end of each two weeks 
we prepared two prints and continued 
to post until all six copies were for 
warded at two week intervals. We had 
the added advantage that each set of 
two were ozalided in a different color 
for easy identification, viz., black, blue 
and red, 

ty this method we greatly improved 
the appearance of the reports and it 
cost us much less to handle them. 

We have a contract with a printer 
under which he stores our forms on 


either a limited or stock 


authorized 


On limited stock, he would 


notify us when the minimum stock was 


basis. 


reached to allow for any changes and 


sufhcient time to reprint before the 


On 


would automat ally re 


stock was depleted. an authorized 


Stor k basis, he 


store the maximum quantity. These 
were basic forms not likely to change. 


By having the printer prepare a report 
each year showing the number of forms 
printed and the authorized stock quan 


hI 
were apni k lo see how 


We 


tried to keep the order quantity to one 


tities, we to che 


often the forms were reprinted. 


or one-half times the annual usage. 


This report showed us that we could 
Save many hundreds ol dollars by in 
creasing the quantities of some ol the 
forms of the authorized stock. 

We use nearly two million daily re 
report forms per year and these were 
formerly peg board punched to allow 
each of 20 district offices to total these 
each week and consolidate the figures. 
ty using a clip board we were able to 
eliminate punching the peg board holes 
thus saving one dollar per thousand. 

All the foregoing savings recur an 
nually because they involve items that 
are constantly used. As a company ex 
pands and the overall cost of printing 


increases, these savings become larger 


NOW... for a limited time only 


ADDITIONAL COPIES OF THE 
Office Management 


YEARBOOK 


(The January 1956 issue of OFFICE MANAGEMENT) 


¢ Available to Subscribers at 


$1.00 per copy 


« And to new Subscribers with 


annual subscription 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y¥ Date 
Check (|) We are Subscribers to Office Management. Send us 
additional copies of the 
$1.00 per copy 
{) Enter our subscription to Office Management and in 
clude a copy of the YEARBOOK issue 
(_} $3.00 for one year C} $5.00 for 2 years 
Name 
Title 
Firm 
Address 
CTA For 


1954 YEARBOOK edition at 


More Information Use Readers’ 


each year. The savings cited represent 


many times the cost of operating @ 
forms control section. 


(To be continued ) 


American Investment— 
(From page 34) 


Inside the building, the note of mod- 
ernity 1s carried forward in every office. 
In structural design, the building has 
been planned for a maximum of flexi 


future expansion. 


bility, and possible 


toth air conditioning and electrical 
systems have been arranged so any unit 
can be shifted at will. An extensive 
use ol movable partitions allows quick 
changes in any departmental grouping. 

The arrangement of desks and work- 
ing areas within the building takes 
every possible advantage of the natural 
light with which the building is flood- 
ed, but artificial lighting plays a dram- 
atic and unusual role throughout the 
building, too. In the office of the presi 
Donald L. the 


is a light fixture of plexi- 


dent, Barnes, almost 


entire ceiling 
glass. The Directors Room has a cus- 
tom-designed ceiling of glass and fabric 
whi h can be used to provide several 
different 


” a haw! a 
lighting levels and effects, 


double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 


CHESLEY INDUSTRIES INC. 


24777 TELEGRAPH ROAD 


Dept. H 
DETROIT. MICHIGAN 
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GOOD GENERAL ILLUMINATION 


+ Dight light 


= BETTER OFFICE LIVING! 


+. 
« 


SIGHT |; LIGHT 


< 
Are, 


r s 
Hat's casy OS 


Yes, it all adds up to superior see- 
ing comfort... better performance 
..and a more relaxed feeling at the 
end of the day...when you have a 
SIGHT LIGHT on your desk to 
take care of your personal seeing 
needs... Selectively distributed . 
Underwriters Laboratories 
Approved. 


SIGHT LIGHT 


M. G. WHEELER CO., INC. 
Greenwich, Conn. 


= —= 


PLYMOUTH RUBBER BANDS 


OUTSTRETCH OUTLAST  OUTSELL... ALL OTHERS 


Trade Mark —_— 4 4 
— 4 eae 


@ Bands for Every Purpose 


— 


ovstarmuteo AWARE AT PECULIAR 
al Snr ands ad edn Spon 


ae... COMPANY. Inc, Conton, meth. 


MARCH 1956 


@ We'll Make Them for 
Your Special Needs 


For 


More Information Use 


Readers’ 


Webster Duplicating Products 


The F. S. Webster Company 
terials f 


upplies duplicating ma 
A half-century of ex 
Webster to bring skill and 


to the production of these tailor-made product 


or modern office machine 
perience in the field enable 
Ingenuity 


Make it clear... you want Webster’s 


at leading stationers’ everywhere 


F. S. WEBSTER CO., 3 Amherst St., Cambridge 42, Mass. 
Factory branches in Chicago, Detroit, Philadelphia, Pittsburgh, 
San Francisco, New York and Cambridge 


| ——E —— — . 
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while the main building entrance, 
which is illuminated at night, provides 
a glowing advertisement for the new 
buiiding and the company it houses. 

The American Investment headquar 
ters boasts the two features which are 
becoming standard in so many subur- 
ban offices, a completely equipped com- 
pany cafeteria, and a parking lot for 
employee cars. The cafeteria, which 
can seat 112 of the company's 200 plus 
employees at one time, has a movie 
screen concealed in the ceiling at one 
end of the room, which can be lowered 
for use with slide or film showings 
whenever the cafeteria is used as a 
meeting room. An executive private 
dining room adjoins the cafeteria. 

General office areas have used an ad 
aptation of the L-shaped desk arrange 
ment to give each employee a complete 
working unit. Adjoining desks are sep 
arated by a band of storage and file 
cabinets, extending at right angles to 
the desks. Thus each worker has ad 
ditional working space, since the cab 
inets are desk height, and complete 
facilities for the records she uses most 
frequently. 

Unusual too 18 the third floor recep 
tion room of the building (the third 


floor houses executive offices) which 
serves a triple function. The single 
room houses the secretaries for the ex 
ecutives of the company, holds their 
files, and serves also as a reception area. 
Files are built into a wall which faces 
the reception area, and, also serves as 
a room divider to separate secretarial 
space from reception space. A low 
partition immediately bordering the re 
ception area emphasizes this feeling ot 
separation of functions in what is essen 
tially a single room. 

Unusual and imaginative, the new 
American Investment headquarters are 
d striking and impressive addition to 
the office buildings established by ma 
jor St. Louis concerns in Clayton. 


“One writing” system— 
(From page 37) 


The advantage of having the operation 
masters available for immediate dupli 
cation was demonstrated when, in a 
40-day run, 46,000 sets of operation 
sheets were duplicated for the airplane 
industry mobilization project. On an 
other occasion, all 46,000 sets of opera 


tion sheets were duplicated and sup 


plied to a large plant associated with us 
in filling government orders, thus 
speeding the production of our planes. 
This job, too, was accomplished in 40 
work days. 

Each master has space for listing 18 
operations. Copies made from the 
masters tell what parts are to be made, 
how to make them, what tools to use, 
sequence of operations and finishes to 
use. From the pre written masters, we 
duplicate on our 9D44 Direct Process 
machine, daily, an average of 140 sets 
of operation sheets. Each set consists 
of from 7 to 20 copies, totaling 1,600 
sheets daily. A complete set of copies 
includes: 

Folder 

Production planning 
Estimating 

Service 
Experimental 
Receiving-inspection 


Nee eee 


Tool control, including 5 control 
centers 
2 Production blueprints 
2 Template department 
3 Mobilization copies if so marked 
In maintaining the average ol 20 sets 
hour, the operator locates and re- 
files the masters, in addition to dupli- 


NEW! AICO’ OPEN SHELF 


FILING GUIDES Wiih.2'sa'ss 


More Economical, More Accurate! 


Titles Seen at 15 Feet. 
Copy Reads Left to Right, on the 2% 


Hook Are Optional, 

Placed In Any Position. 
Strong Plastic Tabs, Special size Guides 
Insertable Both Sides. 


Guides are half size in height 


specs for free quotations 


INDEXES 


FREE: Write Guide Dept. for Free Sample, Literature. 


Inset Shows Actual Window Stse 


Makes Filing, Finding Faster, Easier, 


“eo . These AICO Guides are especially 
Windows « Full 24" « 1° designed for Open Shelf Files Your 
titles are always clearly, quickly seen 
x 1° Insert. Inserts avail- 
4 Times Ordinary Size, “bile in A-Z divisions, 8 breakdowns, 
25 to 1000. Numerical, up to 10,000 


for 


economy. Body of 25 pt. Pressboard 
to order. Send 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, fll. 


oR For More Information Use Readers’ 


YOUR KEY 10 
EFFICIENT PROPERTY CONTROL! 


Attractiveness, legibility and safe, easy mounting . . . Seri- 
ally Numbere -d “AUTOGRAPHS” combine these features 
. . » open the door to e ‘ffici ient property control! Mount them 
prominently, proudly “out-front”, where the easy- to-read 
numerals eliminate errors in recording. Reduce “tagging” 
costs!) Anyone can mount Serially Numbered “AUTO- 
GRAPHS” quickly, easily and permane ntly . . . even on 
crackle finish and other “problem” surfaces! Simply brush 
solvent on the adhesive backing and press into place. Drilled 
holes are unnecessary . . . there's no damage to fine finishes 
or delicate mechanisms! Try this prove n key to efficiency in 
your property control system now! 


danni shanam demand 


Write today for “try before 
you buy” samples and Prop- 
erty Control Procedure Pam- 
phlet No. 262. 


METAL ime. 
MASON CITY, lOWA 


Inquiry Coupon on Page i104 
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oes siahadetbet 


“SILENT 
PARTNERS” 


Superbly streamlined, enduringly efficient, Apsco’s 
Premier Portable pencil sharpener and Twenty-O- 
Two stapler are more than attractive desk mates 
for today’s executive 


Today's top echelon teams select these precision- 


built units that are 
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posi! 


Apsco products inc. 


LOS ANGELES, CAL., ROCKFORD, ILL., TORONTO, CAN 


For More Information Use 


Answer the 


Readers’ inquiry Coupon on 


Tei AUR T 


Wraps Problem 
in Offices and 
Waiting Rooms 


These efficient VALET Racks keep wraps off 


waiting room chairs, aired, dry and in press 


Hold coats spaced apart, hats, umbrellas and 
overshoes. Accommodate 3 persona per run 
ning foot. Come in lengtha of 3 ft 4 in. or 
longer by the foot. The 8-6 Office Valet 


costumer accommodates 6 people —enda piling 
of garments on others. Will not tip over. Built 
for lifetime service of heavy gauge, welded 
furniture steel Smart in modern baked 
enamel finishes. Units form a complete system 
of wardrobe equipment that provides efficient 
wrap accommodation wherever people gather 


Write for Bulletin OV-Ol 


mens 


VOGEL-PETERSON CO. 


1121 West 37th St. «© Chicago 9%, Il. 
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~, "HE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 
EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 


Buy them from your stationer or 
write directly to us. 


Beach Publishing Co. 


7338 Woodward Ave., Detroit 2, Mich. 


“ 


cating an average of 225 copies. Re ter is removed from file. \ produc machines as called for in a matter of 
ords of minor change s in materials or tion clerk then makes out in longhand seconds. 

methods are easily inserted on the mas a 2 by 4 inch variable strip master, Every change in an engineering 
ters. When major changes are in filling in with pencil part number, drawing means an altered or a new 
dicated, masters are retyped to keep the index, cause, his initials, the account, work order. We average 200 changes 


file always up to date, and to insure release, date issued, 


that every copy issued covers the latest covered, and number 


approved engineering information. 
Another application of the One 
Writing System is the duplication of 


the work orders themselves The issu The two masters 


ing group of the production planning 


section maintains a master file of over 


number of ships 


produced on this order. 


Masters are combined 


are then combined 
to duplicate sixcard sets of work 


ders at the rate of 125 sets an hour, for 


a day or 50,000 a year. If the change 
of pieces to be is not extensive, an alteration in the 
master is quickly made, Frequently, 
only the variable strip masters are 
changed for more extended use of the 
basic masters, for added operations, or 
for re-use of the same parts tor differ 
ent blocks. The ease of incorporating 


25,000 standard work order masters, a total of 1,000 order sets or 6,000 these changes is one of the greatest 
on which all constant information is cards in an eight-hour day. Each of single advantages in the system. 

pre-written. Seven types of work or the six cards is of a different color: Today, after more than nine years’ 
ders are issued to fit different depart 1. Cost copy for the open order file use, the labor saving and overal!] econ- 


ments for assembly, government-fur 


and production control, for order issu 


omy ol production operation sheets and 


nished parts, engineering changes, sub ing work orders are simply taken for grant 
contracted items, or for work orders 2. Traveler—for parts control section ed. Our production has multiplied so 
issued for debit and credit items 3. Parts control card rapidly from the skeleton and experi 

These 5 by % inch work order mas 4. Bench order card—for the produc mental operation of nine years ago that 
ters list the part name, plane model, bin tion operator it probably would have been impossible 
ldcation, part number, quantities per 5. Requisition card—for the ware to produce the copies necessary to our 
ship, next assembly number, customer, house, material control and cost a system if we had not adopted the pres 
routing and tool code (on 20 lines), counting ent method. From all angles, our one 
and specity material, quantity to ship, 6. Card for the originating planner. writing system has proved to be an in 


material code and other details. 


order, the pre-written work order mas 


SORTKWIK 


FINGERTIP 
PREPARATION ‘List only 50¢ 


TO HANDLE PAPERS FASTER! 


Made of highest quality cosmetic ingredients. Cannot irritate 
skin, Order a supply from your stationer TODAY! Or send 


for one full-size trial container on your business letterhead 
Write for FULL information 


Lee PRODUCTS CO. 
2736 Lyndele Ave. Se 7 Minneapelis 8, Minn 


Because of the flexibility of the One 
When it is necessary to issue a work Writing System, extra copies for other 


purposes are simply fed through the 


For More Information Use Readers’ 


dispensable aid in enabling us to meet 
the exacting requirements of mass pro 


duction operation. 


GENUINE ENGRAVED 
Ley VERREADS 
$Me 22 FOR 

Gorwine BUSINESS CARDS ss oie 
500 $11 © 1000 $15 QUNUNalal 


COVERS 


CLIP YOUR LETTERHEAD TO THIS AD... 
MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
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Catalogs, Booklets, Brochures 


for the office ‘Biggest Ball Point. 
Letterheads , ae | ba Year... 


ah Paper Co., Neenah, Wis. 
Neenah Guide to Preferred Letter 
heads, a 32-page booklet with 


advice 
on letterhead design; 


use of mono 
grams, emblems, trademarks, and illus 
trations; type selection; paper quality; 
color, and other information. (1) 


Reception Room Furniture 


Pop Y almost everybody goe 
Hamilton Mfg. Corp., A a goes for 
a es ball point writing. 
Ind. Folder on “Cosco” business fur 


Columbus, 


a 46°" &, ane ~ 
i —o oS 
Ors alll ae 


P — tile. my 
aes : wi si Sis 
Pe - tees). emerge enn 
a — ae = 


ilmost everybody 

and more ball -poins 

4 erasing! Wt takes erasers of special 

less tubular steel furniture with re ‘ texture and skilled manufacture to 

versible cushions, designed for recep : cleanly erase ball point ink and ball 
tion rooms, conference rooms, and pri ; point lead. Weldon Roberts has ‘em 

vate offices. (2) » A originated ‘em THE MOST OF THE 

BEST... BRAND NEW! 


, , is doing more 
niture, describing a new line of seam 


ASK YOUR STATIONER TO SHOW 
Ss : \ YOU THESE STYLES & SIZES FOR 
emetiods Material, ; Hf ; | ALL BALL POINT USERS! 
The Alliance Mig. Co., 105 S. Sixth ‘ ae 
St., Newark, Ohio. Booklet on “Tec 
tum, a wood 4iber material with 


All the same soft green color 
acoustical and heat 


erties, which may 
alae 


insulation prop 


| 
7 . | 
be used in exposed eS ° ¥ == 4 


partitions, roof decking, and aaa << BALL POINT JET 
’ ee ' a we NO. 638 WITH POCKET CLIP 
other structural components. (3) . ide NO. 8380 WITH WHISK BRUSH 


Tr ick form, mm 


lider 
é ‘ an be 
; ” i outwa N sme mical gad 
, iT Kehi d é ‘ ‘ 7 / 
Shipping Services | j v 
Railway Ex; \ eS 


ress Agency, Inc., 219 
E. 42nd St.. New York 17. Folder 


<4.NO. 138 PAPER-WRAPPED 
Bent On Shippin 


\ BALL POINT “ERASER-PENCIL” 
g Economy? on Rail nvenient pull-string peels off paper spiral 
way | xpress services, lso available wrap for easy pomting 
is Bulletin No. 2, Protect Your Ship 


ments with Correct Packing and Mark 


BALL POINT BALL POINT NO. 38. 
ing, giving advice on shipping dif 


Walldon Roferlh Snape ; Hand nveeene 
ferent types of goods (4) No. 38 MAOE IN USA hat cnloutin 


fite the fingers 
PEN-PENCH - 


ee 


Cw 


ORDER TODAY! 

Mailroom Equipment 
Pitney-Bowes, Inc., Walnut & Pacifix 
Sts., Stamford, Conn. Hou 
a Letter, in 5 easy 


WELDON ROBERTS RUBBER CO. 

' : 365 Sixth Avenue Newark 7, N. J. 
to Mail World's Foremost Eraser Specialists 

x utterly prepos 

humorous booklet 


Mac hines 


terou lessons, a 


on metering ind other mail 


nent (5) | al | Waldon Robes 
Enanan> 


For further information, use Reader Inquiry Card on Correct Mistakes in Any Language 
page 104. 
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room equip 


nformation Use Readers’ Inquiry Coupon on Page 104 


GAS 

ee 
{ 
’ 
“on @ B Biggest Ball Point 
eee) ERASER Year! 
; L. . Te a 
_ 3 : * 

to | 

o” 
A N32) 
CVs Opes 

1” 3 
i 

—— me 
D 
ft 
A Bie 
_ ses 
‘ , ig ar 
| i 

Pe . | e" 
0) 
ee ¢ 
See for Mo? | 5) | ; | 


eS@ sees e ee ee & oe 


correspondence easy! 


SMEA 


! Let us tell you why 

' we make filing and finding of 
| 

‘ 


-— 


~ 


TELL-I-VISION SYSTEM 


IT IS 


left to right. 
and orange 


cellaneous 
reference, 


REG. U.6. PAT. OFF. 


_——~ SIMPLE TO LEARN 


__> EASY TO OPERATE 


_——~ FLEXIBLE 


_—> GROWS AS NEEDED 


It is simple to learn because it reads like a book, from 
Starting on the left the primary guides are 
staggered to permit scanning while their alternating blue 
tabs provide a color signal system. 
center of the drawer the green-colored tabs of the mis- 
ready 


folders stand 
In the right 


out 
hand side of 


prominently 


for 


In the 


the drawer the 


individual name folders often are distinctively marked 
with Smead's Spi-Roll folder labels available in eight 


different colors for particular classifications. 


TO FILE YOU SIMPLY DO THIS 


1 Locate The Primary Guide. 


2 Find The Individual Name Folder. 


(For occasional correspondence file in the green miscellaneous folder) 


3 Insert New 


102 For More information Use Readers 


Correspondence. 


FREE SAMPLE 
the “Gals in the office 
filing procedure 
and what with 


HASTINGS *« MINNESOTA 


Please send vs a free copy of your Do's and Don'ts of filing. 


Zone State 


_ pert 


Inquiry Coupon on Page 


(Latest data always to the front) 
And finding is as easy as filing with Smead's Tell-I-Vision System. 

. This new handout piece gives 
some valuable tips on good 


when, where, how to file 
(Smead's supplies of course) 


eee eae ee aaa 


SMEAD MANUFACTURING CO., INC. ; 
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CLASSIFIED ADVERTISING 


Rates are ISc¢ a word. Minimum charge $3.00. Payable in ad- 
Address replies to all Box Number ads c/o OFFICE 
New York 10, N. Y. 


vance. 


MANAGEMENT, 212 Fifth Ave., 


For Sale or to Buy 


OFFICE Machine, Filing 

Postindex. Will exceed a manu s trace 
in allowance W rite Wire National Office Equipment Co., 429 Secon 
St., New York, N Y. 


WANTED—-ALL iin 
Furniture, Kardex 


Sixty woodes transfer files and eighty me 
900 Address-0-Grap! lister attachment One Address 


net and six trays 


FOR SALE 
One Class 


Graph file caly 


HAVE THE FOLLOWING used office equipment for sale. 4 
guaranteed to be first class dit National 00 Ac« ing Machine, 
ible Re is Cabinets ar d “Stands Standard Duplicating Machine 


specifications Hart's Automotive 


s for photogr es al 
Chattanooga, Tenn 


, 1230 Market Street 


Business Opportunities and Services 


ELECTRONICS. Learn how to program busines blen Pa 
roll, Accounts Receivable and | ent Control r el ite 

S ‘ f f mat lesser i Hiome Study ({ irse “Progratr 
ming for Business Computers Business Electronics Inc., Educational 
Section, Box 0 Rineon Annex, San Francisco 19, Cal 

POOR PENMANSHIP wag me TED iv 0 hours with OZ Hand 
Guides No Failure Det “OZ, Box 665 (30P) St. Louis, M 


Positions Wanted 


ANCE SUPERVISOR for 


R ee 8 years of age, 
$ 0 er anwur OM ‘ 


COMPTROLLER, EXECUTIVE ACCOL WeANS 
Ext ve taxatior ackgr j mar { liwer ] 


USE INQUIRY COUPON 
NEXT PAGE 


WILL BUY FOR CASH 


USED BILLING & BOOKKEEPING MACHINES 


BURROUGHS Mode! #7200, 7800, M-215. M-222, M-235. M-804 
BURROUGHS—SENSIMATICS SFI00, F200, F300, F400 
NATIONAL CASH REGISTERS £1500, 1900, 2600, 6000 Ciass 
N.C.R. PROOF & ANALYSIS 22115 (145), 


#22010 (123), 20417 (135), 
22910 (24) 


N.CR. 3000 Cla £30612 (124—2X) 18 £340,000 & over 


ss 
INSTALLMENT POSTING 


NCR #A2206 (64UP), A2207 (642) (621) (630) 
NCR 3100 Class s31—10—10 (18) 20°° £4, 700.000 & over 
SUNDSTRAND £28409! 2600000 & over 


REMINGTONS tY175,000 & over 


2685 
BRANDT COIN MACHINES—Mode!l , 100, 101, 150, 200, 201 
KARDEX CABINETS Size 5x8 only 
Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 
Dept. 3M, 140 West 42nd Street New York 36, N. Y. 
BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES 


0, 


OR aa 


Reminders 
for every Record System | 


Nu-Vise 


METAL SIGNALS 
for Vertical Records 


METAL SIGNALS 
for Visible Systems 


tt Pateda 


No. No. No. No. 
04 09 O2 O8 ‘oe 
oa Vg ” iad VA ” VA ” VA ” 


PLASTIC SIGNALS 
for Visible Systems 


Cellugraf 


No. 80 No. 81 
ws N\ 


TRANSPARENT 


Crim 'P gra f compen SIGNALS 


for Protected Visible Cards 
a | 


No. 60 No. 70 
Y%," %,” 


MARCH 1956 For 


Maptacks FOR MAPS AND CHARTS 


Qn @ ® 


PLAIN DOT STRIPE CROSS 


Free Descriptive Folders Sent on Request 


GEORGE 8B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


More Information Use Readers 
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i INQUIRY 


SERVICE 


For Subscribers to OFFICE MANAGEMENT 


, GET MORE 


This service is provided for the con- 
venience of Office Management Execu- 
tives in obtaining complete inform- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fled by their respective page numbers 
Fractional page advertisements are 
further identified by the initials of 


quickly -- easily 


On New Products 
as os 


Obtain New Catalogs 


INFORMATION = 


Simply circle the 
respective numbers 
in coupon below 


and Helpful 
Literature 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
‘will forward your inquiries promptly 
to the companies concerned 


SEND OFF THIS BLANK... FOR PROMPT SERVICE 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


Please forward to the respective companies, our request for 
further information on the items we have circled below. 
There is no obligation to us for this. We understand this is 
a service to us a8 a subscriber. 


Number of Office Employees 


Bats 104 


all departments 


MARCH 1956 ADVERTISEMENTS 
= (Circle respective page numbers on which ads appear) MARCH 1956 
Fi , wt 7 oo . 
: and Cover 17 “0 API 93 DMC . NEW PRODI cTS ITEMS, 
5 3rd Cover 1s sO MCC 93 Bt CATALOGS AND OTHER AIDS 
ith Cover at) SI 04 WAF 
8 wo 42 BPC O4 GAT (Circle respective item numbers) 
1 no 82 BMP 95 CLB 
. oa ~~ O85 AAI A. B-1 C-1 D4 
7 a9 84 PBI 6 CT 2 B2 C2 DS 2 
s 61 S4 PDS 06 OM A-3 B-3 ( -3 1-3 3 
9 63 8 97 SL \4 B-4 C-4 D4 ' 
10 6b os cm 97 PR 5 BS CS DS 5 
11 67 86 VSI 97 FSW . . 
12 68 87 O8 GIA \-6 B-6 C-6 D6 
1s 69 SS os MI \.7 B-7 .7 1)-7 
. 14 70 SY 99 ANM A-8 +8 cs 
1h 71 oO EEB 99 API 
16 72 oO Cl O98 VPC 
17 73 Ow) TS6 100 BP 
: 10 7A V1 GS 100 CP 
20 75 O1 GRP 1oo Lit 
22 76 91 CCS 100 Lhe 
ao 77 OL TS 10) 
uy 11 78 PP 92 ACS 102 
- 12 78 MLI 92 WO! 103 GBG 
: 3 79 92 JWS 103 LAP 
ASS Name Title 
Br March 1956 Issue, 
et Company ss 
oe Office Management 
* Address 
ix This inquiry form good 
ze City Zone State 


until April 15, 1956 
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For soft, airy comfort in furnishings 
that get heaviest use... 


Gronbury Core 


ae te fh 2 


there’s no 
vinyl upholstery like 
Du Pont breathable FABRILITE 


Now i beautiful elastic vinyl upholstes 


at —— ‘2. 


that’s both breathable and durable. The ne 


- 


*Pabrilite’ * Castleton pattern breathe through 


. thousands of invisible pores for air-solt comblort 
Sa ind is completely coated with rugged vinyl 


for heavy-duty service. With an exclusive Du Pont 


? 


finish that resists soil and hard wear, “Pabrilite 


Sie... i 
# we 
~< 
eld Beige 
yr “ washes clean as new with a damp, soapy sponge 
= For beauty and comfort in furnishings that must 
last for years, specify “*Fabrilite’ Castleton 
“i 


when you refurnish or reupholster. Available 


ab at ow. 


& 


in 15 deep-tone and pastel decorator color 
Write for swatches: E. I. du Pont de Nemout 

& Co. (Ine.), Fabrics Division, Dept. OM-63, 
Wilmington 98, Delaware 


Gratton Brown 


£6 us. pat.orf 
BETTER THINGS FOR BETTER LIVING 


THROUGH CHEMISTRY 


Gorge Groy 


Grovesend Bive 


‘ a o @ 
Griswold Green woton Charcoal 


For More Information Use Readers’ Inquiry Coupon on Page i04 
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SROTEWOOD Suaosteane 


= @ NOW! Underwood 


3 Sundstrand gives you 
a choice 


— 
a Meters tne 
’ 


For 


More 


of 3 accounts 
receivable systems 


Here's the new low cost accounting machine that lets 
you take your pick of the accounts receivable systems! 
With an Underwood Sundstrand you no longer have to 
build your system around the machine... you get 


the system best suited to your own operation! 


Sundstrand is fast! 10-key keyboard and al dozen other 
fully automatic features mean you get both high speed 
production and positive accuracy. Your office people 
will find the Underwood Sundstrand easy to learn 

and simple to operate. And you'll be more than pleased 
with the results real savings in time and money. for 
complete details and prices, call your nearby 


nderwood Othce, or write Underwood Corporation, 


One Park Avenue, New York 16, N. Y. 


Thiel need, 10-ke neration! With Underwood 
Sundstrand L0-Re k hoard ferdators tury af vork 


ister, { (ater accuraé ka to learn, eliminate 


UNDERWOOD TmratiTi? ne CORPORATION 
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